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jJti\ ottlL&jii JLfi dUli Lx& l*jp

^Lj^Jl -J-jUwi J*«J| jjI ,j~jjja **?rj I ipLlaJl <—>j\£ hisAy^ JUijll

jh-Y* x WcJ^YYY
WV-rv-Y^-idJLo,

Olj^tll - *—

»

Y\/SYTA •"H,V
t$jda

YW*YTA :^\^j>

ip jilj aij i i**U-U ^^JbJI ,j-JL>»il LjJlS-i 4,/».,rt>j* ii <_jh£Jl IJL» c^oi^--

f
Y ' • • /$ /<\ jjIjIumy ^ /\ /* ^jjSJLIj^ *y \ / \ sy •

jkY'»Wj^iYY gUaU
>s?

JWI J^JI jhjrjj



^j^W OM

L^a^- ^Js- yjj IjJl}
{J

£}\S')1\ jji^\j jJj*d\ JU^-V iJjuLll
iJi^j\^ J*^ ^y,

\ i
gJp- (jjL«iLl oJLpIjSj jJ^S\ ,j-wil

(

—ojJUj (t'Lj' J!^>- j>»j t tolfr Oy^j
J*

*

A-^aJ j£i t5j—' l Oil J&- AjIJlj *5li J*-Ij J»l£u
(
JaS- <US

_rijj jj 4j! JM*\j

^sJLp ojill ^js|ll j^IjjI jj^Jdl ibJSM illjiVl iJUfc <>5jLi .^..^l

(_s
^->-jXj — IjjSw-o — ,Ua4j t5>iJl >.*yu» viAlil <*ab>ij «jUaiij

t
_-uJLxJl jJLjl

. oUjJbJ.1 A-Pjl « oJL^>«>a j-ijj jlj£- (JU>b» ^ i~Jl£



**L1J| VJU£ i*r\j. J xJjli

^-« >t» iw^uLiJ <uj>-jxJI ^jIp L^u
<_> ..^awx%»i U <—«j_/u ^jIp LjsjT c—*»J>- U5"

i_jjL_>fcJ V4ilj ajLSjiJI a*>-|JlI i-j-oj^t (^JU l$J!^>- c*S"jitj iLjis1 cjIj1»J

(_5
_iJl ^ S^pii ^ JlioMl "*jjj*j iSp-I^SJI ^y i*-!)L»j f^UsVl ^ he* IjJlP

w^>«-^>t ^^bij ^-k-^" j>* 'r'^^' '^* ^h^i ^p (JVLiJ Upi ( j/Uj>-1j

Ji . Jl»J.I ^ ijAva^ J5"
Lpyw ^ i

y^j ^1 ijLiJl t^lj^l i—HA ,Jai6

4jcAI Ji>J oilJipJ. ^ Ijj-S" ltL$>. Jii^«il «ul *)t[ i oynlfe ^ 5l$~. {^jSxil jJLj

IJL* ^j-^^-y J>V J^ ,>• i^>J.I l-i* oS>t JiSJ . t$jL5JD oiLiL-Mlj

^1 <JSS\ JU-mJ SiU- iJjU*4 *bbJ Ojj - [5jUJl c^JjJjs-
- jJ- t^JJl . «—ibSGl

«—jjJL«t &jj ilJipJ JJVl (jLe jt (. (Style manual) iwJ^JL-!>U JJi *L£J[ Ljj *Ij

_J| A_iLil i^UJl Alap)flj rij*^Jl oLJL* JuiJ ^ Lgj ijj Lc ^Ijha^

tA-^.5,11 oli^»ljllj (Jaiil Jij i_JjL»«iil Sas^I^ i^jjL-M ^ylJaj ^U^° (t-J'^J

.tJjA LgJLp cijUslI jyj\j oL»t)UJl ^lJL>c*».l Jji*j



* i o ,„r (Ji ^^»lj c5j5Li ^yaJUo a^I dl Nl ^jU-j V fbsU j^j

Oj-*1 ,j—• jjJ ol—«Jl U, jSj-<JJ JjLJI jj-^.1 «JL* J-pU—1 *j+9** j^sSjJl

j6\ AiJLSl 4-5LJ (j^-oljiJlj Ajjiill (t-sr-Ull ^ JbJuJl ot tiUS ^ jyt^J t4
i

Sjj-h^j Iji*
t
_^i>o i*JN-jj ^frl^j ^*J I LO j~^JU ij^jtCS rtJ Lj^ljtislwil ^ fe-jl

<J\ <--j>sai J^'j* J-^b ,y J^ ,Jl JdjsM j^sJk &— *a&t jty -uUj

JJU*** >**~Jljil j~iJj*





^y^jj aSUJj ^jJJLI ^1 oLJU> JLp lit- tfJUi a£*cij <-<j>s& v 1^ 1

jT l3t_iji n^aJjil l^j s$*j U CL-j-tj .L^JL-lj LftljiTj t^i^L <Uja ,JLp

N v^U* t^y ^r*r^ 1 Oj&i . lj->-j 4j\j*j biljzJl o> Jil y» ^ ^J t, &i>J

J^j al ^2Sl5jJl ^^JUJI JU;Vt (.life. uikJ^il^ ,^Jj . j*T Nj l$J Jjt

j^Ip v_i!jil ^^- ^ w,t Ji M i^Uli sJ>sJL jjjUUi J| ^^Jail juKJi

Jj4-^ eS^I i-'lsSCll life ijflj*! *^J b* ^yj . <dL.j jp jsj*^! ,y ryJ>j$\

4 J^i^'j Jj*-<iJl u" A«^«i ^tSry> *j\£ **UaJl *—'jl^ i«>-ly> eJljsj- i—ibka

(jd*UJl j^ jtJ»j-Pj (jij>xilj 0^>JJ iJb «up ^i- *y ISiLijt lj>-^ Oj£J

* £-*J o^ 4^1*1 »ji.l Lfe* VJ^ **> i*>-ji!l Ot (j^jJl jjva&j

U^-o JSCJj t^Jo^Jtt ^UiJlj ,jjxA\ ^QkJl 4 04jj*J uyUiu /w J^Ldl ,Jlp



iplkJl kJjW i»3f\jA j» JLlJil fC

aLAS tiL,J\ J2i JLp fpli Oj5^ ^j . j^l ^J mj*j <^La>-j otJ»

^j>-jxll A^p j^oii U«*j . ^UJl oJUl *JLp t5iL« (jAfcjj ilji ^^Lc- 0j5o ol

io^ i<^o ** «d*Lj ^y rtJ^-jdl *bf ^ jkJl jjoj t *jij j^ais- ,JU 4 villi ^1

^ «3ji-l Jaws. JjJ*w» j^i 1 4jl$Jl ^ 5JLol5 iJjJ~il aJUj£ ^P SLai t iU/^l

.J»LiJl Id*

0l !5Uj
J>-

4JL0 US' t^_>LaJl ^jl ,^1 ijj+aiL J^Jl ^-jiu atj cL$i>-

.^IUJl «_jj aJU JUJ-I il)I UljPi ^Tj tJlfA-l IJl^j j»,ao



<bra.,qll

-A t*^*^*' aaJ2j>

J* ^ijil US'

W J^i'
^ «pUJI yjl^grlji^ :Jj,Vl Jl^*3I

\ feLUl vjW«^ c?"^ vj*^ 1

Y g\ty\ Ja>- ^ VJ 1^ 1

C?'>
Y j^dl ^f.|J[|

V viJlljl^ J^» eiydl

t L_Jjl>*dl 4ju>-I^« CjLijI*-*

ajUJjJIj oljl^il ol*La/>

V •jjWIiu^ljijjjLl^WlJ^I

V AJjlaLL icr-ljil

1 (aUL.| jt) ^jL2il jjp iwr-ljil

U 4JjU1Lj iuj-ljll Jl s^
^ V *j>-

\J.\
Cij\ju> xj> 4*>-\J-\



4>tivaJt

H «-»jUtf)l i«t.|ji oljlf* :dJUJI JvaiJI

\ <\ jQjiX-.Nl

y • is>~Ji oi^*yi 4j*j

YY MjSJl v-SC |»U.)ll

Y I ^p ^i^J U pU)M

YV t^ai U. JSTJLJ lg\J\ J^ill

YV ^-.jJL-Nl JJi

YA k.jjL-Ml a5jj

IT <JJL L&\&-\ t-jjJLuMl 55jj /, : i
i/>"

£A j9jJb>E» s_J Ju»l 43 ^

J

o •

J?*-*^
v_jjJLui 5ijj

or jL*iJi jjljij ujisai ;*) ftfs i^uu j-^iJi

ot Lg—.^it

oo W^^J O5^

OV vijJb^o Ja

ov J**Jl oUT sJ^I

oV ^Je^s j*

° ,,..... ~>*j£wwfc> LfttP

*\ • j«ii«»J 4_jL5

IV o&^lj oUJjw olkol I^iLJl J-^aiil

nr 4*Lkii wJjUi *sj.i^ oU*Ap

"U olOUJl J>~J »-i^



M olOUil 4*cs ^j Jl

"l^ ob^UJl <u*; ^Ul U

VA j^i\ jy>^> oU^U

Ar <pUoJ! oj^ JLOI £. J-«Ldl :^UI J*«)l

AV ipUail cijjp- t-tf-waj

AT i-jis-ail oils

AA "-jjj^l *L-**t

A<\ ^J^-l ^y Ji>dl

^V j^sbjJl oLL^*j

W ^kJI ZiS foi :^WI j-^ai

^ * -M £jJ

m SJUliJl JStfjJl

^ t £ ^jiyol^Jlj t jltf.Jl JjJsj i«U«jis<aJl (J*P

\yt k^isj.111 >^kJi jj Lo hjf.

>n ^eui i^
\r<\ vjUj-sIi ^i> oij^t :«!» j^JLli

U ^ VjM' i-nySj **Hj* j^lj» :V* (i*6^ 1

U\ ^.j-JLI bill

> £X &jA\ oilil

ur ((^isg.i» ^kJi jj u hj.

Mi ^k!l i*£

Ml ijjtd\ JUpVI

^ i V LpU*iJ *l_J jt ***£ ^Ij^J oU* :«-*-» J^JLLI



«*UJl ^34- i^ly. j JLlJLl J

\ o \ v_-££Jl) £>\* i^jU Sijj :t*i j*Jil

\6\ Ou^aJl

^ o £ ».,.*/? Il i-^jiw-t

^ oo 4iU ijjJL-t jvl^P

^ oo &»*£d! / j^Jjdl olOU

^ o^ .bjb*-* fcjjL-1 tfjj :«-*> JmJULI

no j^jl ^^JU J*jj :iji j»JULi

W* CllAylljHSJui

oUJLLyall C-J

^ *jMI-4jp:Vj\

Y -A ^-tfj^l :^
YW JUSOl



INTRODUCTION

J{ j-^Ji j j^Ji^ ^JJi Jj^i ^Mi ^j=&i iJ£ii jkjtS u isJIp

^_^ ^1 ^ »_js3 U J_S i^V - 3JULI ^jj£\ J - J*u

c ,U»t\[l ^ijvad ^jbjdl i«flj* Li ^ ^Jl t-Jl^Ll till! ^ ^J . J-uJIj

f
JL_P JJ cLUi J ^_~JI aj*. L. kJLpj i>U«*Vl ^^u JJLs It wi* *:i»

l5*Sb iJl^i *aL$1I oJla *bl ^jIp <-oJU ^^aicJi Ji i>° JUp^I dilJ 4*>-L«

. *bVl ^ Jjj*

ApLkJl i->jL^ iv-ly i-ibi«j <JiJ Vj t%»i ipLkil >_.>j\J. **r\j» *dS V~

^ <£j>-\ %& (^t ,y> ipLkll i-jjU
ty**-!^* .H L* jf ' Sol^ ^>-T Jai ^T^

. <U>Lk)l <~Jj\£ r&r\j>j

The Title u-aUI

**rjj t&kU- a-^-j 0^1 (^jsl-l Lftbtc ipLkJl v-jjU «-ly aLK -W

a-



<eUk!l wjjU£ *jc~\ja ,J JLijU £.

jt gJbJl jl (proofs) ^jL^jlJI cJIS v*-p- tglUl iliJ ^1 ^Vl sliJ

C^-P^pJ^-l UJL^j . VUaJl oUas^V! i^ojsflj ^jl^xll ufJUL? £*>-lj* t^jl^l

^ a^ljill AU-fr* C*Jl5 lij . iJjjJ-l «-*»* »U*>-! {y» j>A fy j$> 4-Jl£ll *fi/l

plla>-t iwj-ljl *L*«JLi &y»J ^ U5" cJLk i_9jjJ-l i^iso pUajil iw^j-^aJ
Jj>4

Se-ljiJl cJl^ pI^~» 4J
f
ii ij ,j-»j . litt (-jjUeJl a^-I^ v^ cP" "^ t4*-Lk!l

»-ldl iidl J^V»- y> *£ AijjL/all i?wi)l ^ SajljJl pUs^-Ml i~*ij«aj Juj-t ^
iLstf^ljJi jt ttJT oU*As«aJl p-lj>-l j\ kiJjjJl iit«Ji <*>-l^: jt 4t--S^ll ^Jj*

. ioUaJl k_jjL4 £fr\y ^A. *-*4^ c^J*i a* ^ tf^kJl ij^

The Job £Lkjll

Oy^ljll fcllsJjT J* pU*u-VL IjJL. tipLkJl ^-jU ^l> JUMl JLsjJlI JLp

- ^gJUUJt l^a^Af i^UaJl ijJb- 4jULi*lj ajIj*>- j_jU>»sj j^Jiil A>-ljil l»J

i_JlSC«i OU-^ jjp H-saJ ti»L-iJljl J^jJl J>-ly> £*> ^ »iL>-^l j^

y^.\y> L.! . aUjl.' JU OuSUJl JliJjT pl^Jb ll*j flkJl *ISS Jlj L.j . 5JI4JI



1 J**

aJUu-VI jjjUi jjJJ ,y JL*Yl ljU^I Tjb Ot dJUi h^i ja OlSj . JbNl J[

k_Jljj Oj-^Ui cjIa^IjII iULIj fr^i-ii j*Ij^j oi*^' Oj«f-ljlili . (J-«>*Jl (j* (%-jj

Kc/tfL-^l iLJL-» oliU t$Jb-l ipLkll c-jjU* 4*>-ly> j£jJ Uioj

^ J^Jb- iijtsUl oljUll i>l» '(jr^>> Jl f^l 6- *ij^» 3UJLSC11 jjk)

^ ./i «tl J*LUl ujU -^-Ijl ^SUll^ . I^ip^ V ^1 oljl^il aIop

Uj toliA! ^ aLj*^ of ^s br aS'jJLII
<_5

A*j Of 4jjIA-I oljjkJJ i^ljil

l„g
:
U *i tllT JJj i i_AJlSc)l ilkfclj iJl^Jl i^UaJl <LU-y> ^1 Jj-^»jil JJ

. fIjjJl JLp oSbll ^III fottJl j*>

The Proofreader SpUaJl ujjUt gr\j*

t_5jlJ.1 iJLft ^1 cJ\ J-^; Ol jt t lji«*-ljil <y £jJl IJL* jjIp jjSxil d»l

t_5
_g_i iipLkllj iiJLSl ^U*-* ^ i~i Sj*>- i_JCIa3 i*$iU .J-fwJl j»Vl» ,^-J

jiljj iSfi-jA JS" ^ i_-lk5 Lgjt US' . lt\y& tw—.:£llj t^jJaiJl iLUl^l ^_JLkj

t^-Jl J-^-ljil ,y ?*vfli U5j .sop iU <dj1as U5 tj>-ljllj oljJasLl y
,_^ *if <£j>j* JJ^i ij^fi ^M*^' •r'J^ £*!"'./• ^i* '<J^ ^*c* Ljl^ ->J^S

• <>^ jr" J^'y u- *^j* J* «/ £? if <j*« «/"



«Ukll ^.jlji l^\j, ^ xijll ^

. oilU 4*>-lj£ jj>A.\ »ji

• t-^vajj JpLJoj j-JjU^I A>-ly A^"lji B

£Oj*JL 5jj»wa») LjL-jjj toil—Ll JLp 5—*pLkJl ol_istfljII ^LUl Js»wj

• ^"l^-l *J^ Kj^^iJ ^LJ^I '-'J^l ^^jvaJl Js-'-ji >-*•/*»

. *Ua*-Vl ^ l$~£sJ ijj^Jl i-Jjl^Jl ^frlj^J tlslxoJl ^ JS" tji

. tic£\ j;oji~.l (^IfJl ££*JlO cs^ 1 J**11 *'**! ri

.(^ISai) ^l^Jl g^ll Ju^lj, VjL>«Jl grSjtj oLiJl Jjx.

. oLj-^aillj O^JL*Jl fl^l jJiji-^L; *i

(jl^-j C)|) J_j«jJIj (_»jU^Jl *sAjaj L)Liil_« twJlS^JIj jjsJ.1 jj-« JS" ,«*-lji

UlJ) iis*«Jl oJL* jflei ^Js- *Jjd\ *Sj U oilpj . (^l^Jtl) (jSLfJl ?7j>A-\

hu\J\ H>.JA

oUJbdl U-^oj ,yUaJl £J>*lIlj ((jJ^J-O t/^Jl £j^ ^^1 ji4* J—jd



J*Jll

.g&y\ jiJU J\ hy^\ J«.jj c(tiJl^Jl) SJLJl
f
*rt!l £llil Jb4 I

^^jJLp OjSvj dl t_s*~J *jLs Sf-UaJlj tjj^jj-^aJl J>-JLj»j t jjSjL^Ij tObxJlj

^iJLju- ot («!• j>JULI jliil) ^Ul vj 1^ cr'y
oljW <j£*j . J-tft «-ol*£

. ojia>u oj!a>- 4JUj«jI

A> ck^JL^ll (Sji^j ^
Lff>^ j-SjJIj

J-»j«j ,j^j iv_*jLSoIj fcjj>dl ^o AS aZj»

J^iC. Lgio J£ i-il^Ji Jj*<*ij . IajU)! ojtiUl oljLjll iJi>^j *L$ll r^Sj £>!

tgJLJl Lg-Jy Q~£-i \4>»\J [$-xl1\ fj^-j -aJL Lc Lgi. J5
1

JaJ^ t±~>- t^a^l

. 4-^yUl dJLJ c-»-i-. Li* SJbJisLt dtljLp i-jLcj 1 aJUI

.Jbu





&M c^J

WHO PROOFREADS

ipUaJI yjUdJ^H^ ^Jl&l

THE WRITER AS PROOFREADER

. iJlill SjaJJ LgjIjS Ojj

^J Jkj Of ^-JivaJl ^ 4JI ! ilL^io dJUU* 5pli» <->j\£ a^-Ij^ V : JjiJlj iij^L.

jvflUet AjbS
1

*$-Ui . ^JjLjJ.1 J>-1 4JUi^Vl dji i-jIK]I <y^ J**jj

cJjil (ju toij SLtfU ISkSli J*^-l t ^Jijij: J-u»J c^S" \s\i . Lgi*>-lyij Lj^-Jj

J 6} oUL ^CJj ttiiUp i-j_,Ui 4J AJ>-ly (^JUl cJjJlj 4-s t_-j^J j^JJl

J_*bdl ^ dks^jS ibjj c-~£ U S*ly SiUl ^ J-f«^>
L» jJusJ . biLil ^>

t_?
Uj tdfo Lgj^ly jj"> iiL»ij tiJljU^jk* ^jL^ ^-Iji <_j*s^-l _r^L?

. OjJUju IjJlj U AjtUkJl i—^Uc i^r^A



ipUall i^jlai ixsr\jA ^j -Lljll Y

THE ASSEMBLY-LINE PROOFREADER

^j .^^vaiJl Js^j&j jj>«ilj (-a)_)1I ^ i^jjA_LLj Ojbl*Jl >-iiiij\ L^*«L2ii

alia ./»! ^ji cobjl itJU^ i>c-uJl ^jS ^kJl ^y o^bjl UlS* 4-rt
i
_^aA.\

. lg^ tyj* V ^JUl dkJjt oIjlp L> JS"y ^Vlj t JpjJall bill* ilji «ujJ ^

o!>Kiil ^ SjjSSCJl fl^l vJLi^l ,_,!* «-jjJl» y> y> Ca*>-\J-\ uy ,>• ^^*

-JJ J ^1 *lk>-Vl iJjj-~«
J-*>«*!

ot J^-N -US j£* *V i_a»_y» elii ^1 t-pjj

t Jj-^aiJl «Jufc ^ L$J ,jfiy^ j&\ <~jj\^d\ ***Hj* f^ p-.» T̂
;
liXjLJ ij-Lt-lj

<>

THE DESIGNATED READER

OlS" JL. uy^lji SJ^ jt) J*> VJ 1^ CT'j* <Ji?~ >* J^ ] ^Jil



V 4pUaJi yji^i />^-iji cy

ijL«» »•$** (jdflUJI Ou ,^» t-jjuf- rfr^J* ck-i*' iji tijjt>&\ Jj£ ^
Ol£ UiSo . 4jjUa!( oljlfll /«^>- <ti j*^ {>* ^J L* 1^1 SJu>- »j^ oJlfcj

4_J OjSc-^ JbJ^rl J*.*Jl l-JL* t)t ,y J^ta ;<U<9li-l ^u^J.1 oJljj ,»^Jl JLgj> jjr

iSj-^ll oL^-ljJl ibvi-l ,yu^ aj! £SI_pij .15^1 oL*-ljJl Jlp ijljVl

AAojcJ.1 i*\jZlS jiU-l ^ t)L<aS t^iJlj 4M!>Ul C-i^Jl «iiJ _^lj^ J&- l3u^>-

Oi-a^^il <y <^S li^i . (j^JJeLl olj-^- lsLp j-Jlll (t-£>dJ jli£ ,L-*<» IJlaj

L t-^jjjll J-oJ^I iwo-U* iiL« i—JLi» li| (,-jjbp ^A$ "-70^ f^LA ^f^J J-*~^

IDENTIFYINGYOUR SKILLS

aJLiLS jJ> CU-it 0j& o! VJ^ ^?"'J*-^ ^H -^ (^' oL>-ljU ^SCc US'

4_5_Jmi ilaLJLj *io^ ^J tiL^9 tiilL*^ i*>-lji di—JLp JyCJ t-AJj^SJ



ipLkJl yjU i*sAj» ^ xijil

»

l«sl»j ^Jl ^IL-j tl^AisSSr ^1 ^Ik^'Vl villi jp VI Vj>- 0j&" jJ viC^U

(
_y_Lp ^LJSfl ,jj <J£js oljJ-l oJla C)! US' tiiJijJL ^UU . y^l
J_i oUijsJl viAJb* ISJi Oj-SJ il JJUIpj . J^Jl JUx i^ULl oU-L^I

LEVELS OF PROOFREADING

*lk>-Vl ^ 1 J*»\M jp ui^tf.'ill y»lk. JLirfl Jaii Up : Beginner l$Jcl\

. £Jj>-^/l i_JjJL»Tj tiodaLl

elk^l iJLi^l Jl «Uil t^OxJtl oL*-ij (jiji : Intermediate I (\)Ja—^dl

. *J>j^l oU*>\p JU*iyul *Ua>-?j i>js*l!l

Jl A_iUi.l tO) Jau-jilj ^JsJLl CjL*-Ij ^iji : Intermediate II (YXk^jdl



ioLUl "Jjl^ pfr^ji i>*

Ja_~«j_dlj (\) Ja^jdlj [$Juil oL>-lj i^pjj .Intermediate III (V) Ja-«ijsll

^2^ j*u oca: ^J XJ\«J>1 tAAjLJt /»l$il ^**- cpj; :Senior ui**-!jll j*£

cr^' jo***'' °L>W*

^U»jJl oljLgil sUU^o

MATCHING THE SKILLS TO THE JOB

dj-& *-ij~i 4iiiiljLfC iSJUdil ^u.ya.11 oUSjdl ^^U J-*jJI i*^ J*tf

6jSo d>l - Jliil J-j^ ,Js- - jij>^\ jl _j-i:Jl iwJlSCo Jb-t ^ dL« A*jill j*

jt ^j-^aJl i»jLs<9 * -JLSCa Jb-1 ^ Lot . cSj^Vl i^^il oliJl ^ JU-i <u!p jA

4_*Sjj lr jiS'l i^LkJl ^Lj^Ij ti^AvaJi oLiyi»lj^ JjJ^j luijjsLt Jl£Lil

tjj-Jl* ^1 a*-U»j dj& L» lillp dU^s t Ot>U^U ills'j ,yj . j^T OLSCo ^1 ^

oJL* «xU -J L»j . k-I^Jl cj\js Jil Uio JjiaJ L fcJlp J^jJI oUL- ol liDi

Ljjji *J ^j . o'S^Lo 4>-ljJ d)t ^SCc L$J^ i liSta 5JbJl>- cjLpjJsm JUpVI

p-*^iSlj i^jjUcJl ,j*>-ly> j—«
p j

. le jji*Jl (jSCx U Jvail t-jifejJ Ol .^ji^j

•JLfc ^ Jj£ V ^1 cSj^-Vl J^pJI oVU«» ^ *-*<lj (^JU Uajl iiL*j



«.U»JI vj1^ *«r |j« </ JLi^ 1 *

dL^^ai Ot <j£c US' . <o^ jt *J Jft> vrJt I* jS\
J^p-

^U jiljJ Ais

4_J ^ciJ t^JJl £>! ,y> *i^Vi . JJLIp ^y5 ^1 AjjiJl *l> ,y -U^>l

t^J^dlj iSkLJlj i^yUl oljl^ilj cfU^Vl £-»• j* a^> SaU-^



(&&%

WAYS TO PROOFREAD

COMPARISON READING

£jj> L^jLUaJ /^j JlSuU Xsij*«i« 5iU jyi ,ju*ki 4JjliLo liJLip (juCj Ujixp

jyb; liwp- tf (JUsMl ,_^aJl Isle (JjUsj (<uv» *j jt) UjJl»- *i—i U ot ^ Jists

(^^1 f>Ua>-I it ^P <^*Jl jt i ill 3v>UM j—jjJL-VI &ijj ilJlpJ. ^j *«»-l>l »-i*



Jp-UaJl i_»jU iuflyi ^ji JLi_^l A

Reading Alone 4jOja)I 4m>-Iji!

4t-i_maJl SJb"-^ ">Lj*s CJtL JL* £>-j«di,l SiU.1 cJl5 ISI j\ t(&Ll S*x*vjJl)

Oj5J U bo—Staj c (^Ssi-I i>i~Jl) Aiji^ail oiliL (i£_il a>«*jJ|) OjUJ LgJ^i

.SJjUlU i«fljt .(Y , \ ) ^ JjJO-I

4>-j-*Jk! Silil Silil J-rf»t

t

4»j.t./f{\ «Jfl^il 4j^ *>-j~^l\ ii\l.\

^ylSCJ.1 J**>t iL>-j~J.I oilii

ftJaJl 4j_^ 4>-^vJlI Silll

>

<i>i^Jlj tiijL~j ,Jl i£ll <U«~jjI A-.* t^^Lo-Jl *AJl jjLuC^j j^jT ojjS" IS}

is^-jjl Oj*-^* lS^**"^ *^' j^>JL>«l«j jjjT u-jjU^JI ^w^-lj^ Ul 4iiL*C ^l *j»-l

i4~il i>«—xJl ,j* »3j5j c_$JJl jk-Jl JjL«I AiUJi jJ> SjjmoI ojk-wfl £ms>

ikS" J^ -UjJj; jj-. V Jb oUi£5l ^ Jb-lj Ja- ,Js- l^aX-,4 dUjP J-S'jj

4*>-lJil C~^j_*j U lil dl*Sj» dU2i Out dJLjS US' . 4_^ iJljJl jjiaJl

Tj»I *J 4 a4I ik~Jl ^* oUI*^ \J\ .*jlU aljus-l JLp 0^1 cJt



Reading with Another Person j>-\ jA^ . ti «^i £*>-ly.l

I^i. A>-ljil OjL*«i . &jl2il; Z»sr\JJA ioil^>- ji^lj V^ ./^ *2i^' t^1

J5wJl_5 (i-ji^Jl cjU^Ap dUS ^ Lc U5L US <. JLp oj-^aj i^-l i>«~Jl ^o

^ Jbjl) oUiSOJ 5>^>waJl^ 35>xJlj n-i^Jl pUa>-tj tSj^U^fl oQa^Vlj

Using a Tape Recorder Skj-iVl
J****** jlfr*- /»Ups£«<I

S—.—•so jt *kjk o^LLlj '^'jUsJl p>-\J- OjL_«_o iiliA l)j^> V Uju»-

dJU J^J Cilil JLi*«dl) «JUVl 4»«-Jl *> J^ ll ii^JSJl 0^ iS^ljdJl

(jJJajJ "*-**ri
5>s**jJl «»l J *—***i ^Jp

^tis'!**"*'^ fj^" ^SiJ . iijliil **>-ljil

tol^jSiJl ajIJljj t (capitals) «_tt
j£)l v-ij^lj '«*y i»^P JSj 4

l_5
laiJ At"-" J^

• 4jit*Jll i>i*«Jl J] C..yX'.." U—J ti-A-l 4>«~«^!l A^lj "J^""**" • p"l>*"?l *"-J^*trJ^J

(&UM jt) &jl2il j-p *«Hj>l

NONCOMPARISON (OR DRY) READING

l^jjUl ii—« i>*~J jtlLa OjSi *bf jias i<4-J-l i>a»«Jl ^j tiljil {ja SJb-lj

c w I tiJL;^ .J->»*»Jl Jajj-J j\ t*>-ljll OjU* ji tid-il ik-JL i»Ux«<Vl



isliaJl i_ijl*£ l*sr\j* J J-iJLl \ "

*h>-Ml oil* }jZ *j£y> CJj—vaj S^ljiJl JtA>- £y*i . ojJLa (jj J-«JtU a>-1>«j

After Comparison Reading 4Jjl2lL **>-l^il Jbw U

. (YA -ij J»»jL^iJ|
(_j

]Lp i-jjJL-'SII aSjjj tX© j»ij i>*iyaJl

On-Screen or on a Printout SpjJaa CjUjM
(

JLp j^ i_*m»U-I SJiLi
f

Afi

0_j£» V Ui*>- *_jjU»JI i*>-l^l oJu^-^Jl 4ijJaJl ^ UjUtll j^ i*>-!jil

Jul* JlsLl J-j- JLp JU-1 y> U5 iaIJ-I ik~Jl l^jlil ££_» i^-J iibh

1 iwJlSll Atj ^ t «-j*Ij (JUaJ ^j^j t tjr^l .r~Jl olj^ oyIjj JloJ

i_jjU«J| *^»-|y>j h_jjU«J| x?Aj»j jy^.\j vjj>J.lj *—iJjll (ju L» iljii JjIjJ

1 Sj—iLlI Ai^kJl 1* Jic rt-g^« JS Jj J*^sj Silil cJl£ UJi . >,a../rll J>-jj

Cat L£ t iit-J Ajb: Ua Jiiil U>li>j . aJjU1.L <«>-lJUJ JU~» iiL* Jmj *J ajU

.iAlill JLp a lllko jj^ L. tiU (^jJJLI g>JJ) ^j^ 1 o*^ S

1 JLill »Ijl>«1wiIj ojU.1 i~La> v_iJjll Aji : ^jL U5 J-**Jl j;*>j L« o^Ipj



i_jjU^Ji *ju~\j» (3jt

J-je f$
UiLiJl Js- lijtj*A\ o^judl ^^ Ot 4 0) :falll £. J^UslI

&->* jj^\ ^JLL jl (Y) .i^LUJ VJUdl ^Li JLiu Jl *^IS ^l

4-A~ul) t*3la !)L>J yjj LvV IjJaJ lAijkJl oJL* Ojj^pril J->^ L- oilpj

c Ufc^iJ jjijLi-l VJ^' C/-LA J^ 1 v*^ 1 ^**fl £* J"^' J^J

Ot ,y> j^ij ^ fcjjbsdl ^af\J> ,y dbjfc Ot Vj . JLdl JU> oL.j-.asJl »|^

. jj>Jil jt ^jLL JUaiVl J o!*£JLa OjJb- JJ ^j; S-ftLsJl JLp iwj-ljil

Js- c&cjj . iilsJl ^1* SjUdl Sj^wiJ jjjj| ^sji oL, JjjJl Jp 1$xpU»

i_ai ji jpi, ^ tVJxsai jUiu-vi ji Vj? 2-^ji ot JjSjj ji vjjju

Op jvjOaJI j;j*iU
l
^Lcj c ik iJLJs. aJup OjSj ot aJl^J

l
^cJ . ^i^aJi SUjV

0"° Vs^r1 ^ <>^ ^ CM lT11 t^j^l 0_>& Ot «bj-tj ^t cSJULa U JT

flJ-J»ju-I ^ ^lUl^ ^jUdl g.\£j jj^hj ^iJjil ^ JS ^JU-

vilify oL^Jl jt oljLix-.Nl j* JbJuJl ilk* Oj& Lju^j . Jty ^U~|

**j~> WLSJl Jp iufljll vjjP^^ ^-V*^ 1 VJ 1^ 1

£fLA u^J
ot j^ij^ jljui j^ jp ^sui^ t jiai jp <d*~,j ^u^asji

tLftLit bill J «uJJ tkl-| ^j^rf, y-T^t Ji&i L^jj i^UajtVl Jb-t c-^aj

tiJj^Jlj ip^l oJL^J I'jaj <jt VI .UdU ^bS" Jl ij-U-l Oji dJUi *i o-^

t «up JjLJL JiSC Ot ^Jtl y> d\S Lcj L ^Ji (t^j^ Jl JJ Ji dJU^s

^J-*^- ls-1 ' iS>$i ^ JJLI IIa ^Ijj oL-J^U ^j .gjJJLi ^ J^UJl x*

*_JU- ^ fej^ai* Oj^j Ot Ua>- aJjj^L OjSC Ot ^^ . A-4ji>- O^SCJL.

• oL^bj ^ 4ij>J L J5^ l^P wiijllj j^l ^y^ Ja-4 Ot oLIpj .^Jjll



IpUJI ij,lf ou^lj* ,J JLijll \ Y

jt 4_JiLjJl ^jU- *\ys> L-JjUsXl! i*>-lj»j jjyxJl ^jiJl**- jj* fl^oVl >1*J

^j-i—^Jj <u|* ttw~iU-l Jblu ^y oLj-^aJl JU-ijj ii*jJall oU-jixil ^jIp

j*P AijiaJL «-ly 01 j^fj li*j) ^jIj*^1 A^"'j^J i Jj1*^J K—iljll *—JU- ^4

lij 5j*jl2ll ii^klL *^-1jI_j niiLiJl jJLp Ooj^-f Ji5 oL.jvdl cJlS" lil ^ujUi.1

BACK TO COMPARISON READING

ti_JjUll h&-\j*M v_jjUiJI ^>-lj^ LpJt>«i«j d)l ij&j . »-ViJ^f 1 J>-lj^ JljA»

i_JjjJl i>wJl iilko J^ jtftJl *j» t iU-^o J5 ^J t ilfii! ^>- ijl-iJt ^«

S g I <T " ilijj (,). j^i?]| iL>-j^ ^^ «*«jJl 5-L^-^o ^» (l*Jwl j?** f^J5j *»j

READING WITH THE COPYHOLDER

dj-Si [*X& S^>U«jj i JauA'-ll i_Jjb>«Jl ASflji (>-f»
^aiP ^rlj^l t!)jL*»



p_j_s>JLJLj JaJ-l dJJL>t«j ,yi^i> (J\ bj£> Of £»-ljil OjUl
l^£j . Jl* ^>aj

jL^-Nl *J3j U llJlpj . jtjx^\ ^y^j t/*- i^jlj^J jiUaJl if5& \+>b iaJ|

. isolsl-l 4*^11 ftJlgJ oilil «-«lj ^^Ip

}L-*3* t «capitals> oj_-5!Jl ijj^j-lj ; *-$jr>\ ol«iU aJ*>-^Uj t Sjjj^Jl JLp

J_^t (ju JsJLsI-1 Oji bJl* «-«llj ,jv2J[i)l SJU* Jj^j . r-I^Vl oU* ^p

4jj4«o dJULp Ojij Ot JaiiJ-l IJLjJ {j&£ \L~s>- ; bJb- <»jA*ai.l *>*«Jlj ,j/*Jl

Voice Rhythm Oj^ail pl2j|

jSvJ oJL^>- (^jUa* AJfljll OjIjw JJ^J t)t UaiT i-*sfu . viiii ^i PL^ L»JCJ>

4oiL-iJl jt k>jjjj^\ jjp oLiijJlj oUjJI i—>i»>^ i^Jaiu ^ liJL. fl2j)ll

Jj>- tjUjJl j\y>i*A ^jju ^1 viUj j\ ti»«<LJ.I j«p oUJLojI ^jJiUo q\j

Unfamiliar or Foreign Words 4*~»-^l jt fc^ltll^ oUJKll



4»Lkll ^>j\£ i^j* J JulJ.\ \ I

^>y. Ot i^r\)S Ojl—*• JLe i^c^j ti__r^-'Vl oUKJl <JU- ,Jj . \&j>-

. <-ijjJ-l JjSwj oU^p v_jjL>fcJI *sj-lJi CUj!

Copyholder's Vocabulary *sj-ljil ^jUw 4*1

yjLfi £__j>***j oL«!>U) JUalVl (ji oJL.^9 4*J i-JjUsJl 2^-lji Of US'

aJLj^U jjo t^jJL-Ml IJLaj . JUaj^l ^ tyLii-l 4j>U>T AjjUi Oji tOipLkil

oL»^Lpj t(ojji-Li AlijVl ilS" uyj l^-» j~*^J) flS/^l 5*1jjU oJtaT-^

^AUi»j <U««jJl g\j>-\j iljiSi\ t-jj^i-lj lOUiSCll
(
U*"1 JojkjMj trt^JjJl

. LfJUj ^ a$>- ^ jju» u oijj-j *Pj-*>j rj^J Cy **^' °"^* 4-U& u ^ *^i

L^iP ,_££•* olii yr; '/*" 1—4 l)Ip^w> LgJT US t U>-$i ,)$»»> la .....11 i_ojJilbj

t^*—*J OrJ*^' ts*
aJ.iO • *^*—*j ^rLr'j ^"'^A' C)jL-*» ,j-» JS3 ij m.IL

i_iilL^ £1j> JL, UJj .SfjULJ ob^Jil jl^l i*sLS (T ,r) j (Y , Y)

. vjW^ 1

Cfr\j> U*~~. J L*U US AijJL^)fl

The copy as it looks to the proofreader c-ijU«sJI ^*l^i jJUj US' ^ji^jJI

Wheflier you're in school or you head up a corporation, the better command you

have of words, the better chance you have of saying exactly what you mean ,of

understanding what others mean - and of getting what you want in the world.

English is the richest language - with me largest vocabulary on earth.Over 1 ,000,000

words!

You can express shades of meaning that aren't even possible in other languages. (For

example, you can differentiate between "sky" and "heaven". The French, Italians and Spanish

connot.)'"

The copy as it sounds to the proofreader c-»jl^xJI £^-lj* 4*-*~*i US' (j^alM

Whelher you pos re still in school or you headup a corporation com the bettercommand

you have of words com the better chance you have of saying exactly what you mean com of

Tony Randall, "How to Improve Your \focabulary," Power of the Printed Word Series (New York: ( ,5

International Paper Company, 1982.



understanding what others meanem dash and of getting what you want in the world dotnew

pare english is the richest language em dash with the largest vocabulary on earth dot over

fig one com thou com thou words bang new pare ital you end ital can express shades of

meaning that are n post t even ital possible end ital in other languages dot pren for exmaple

com you can diferentiatebetween quote sky unquote andquoteheavendotunquote the french

one up com italians one up and Spanish one up cannot dot close pren

SjLi^J (one up) YjJ* ^j->- JjjSj Ot /^»-l^l OjL*l ^jj^aJl ^y> jj-Jj

lj! -4» <_jjL>«dl £fr\s> *<_?*» L«jup ^ij . SJUjU 5jIju ^ j~£)l lJjJ-I J|

>
.t^yaJI i-jjL*]j *-ijdl oU>U :^-ljil OjU* objla .(t , Y) ^j JjjJLl

yjWl ^j-lji &jU. ob> jtf ^js^Vli ,j^Al aj-Jll ,>*ll

one up, two up (etc.) . . .first-letter cap j** ^j^ 1 ^V-'

three dots ellipsis ^-k- *v*p

four dots ellipsis with period -"J *^j •-»**- *-^u

bang exclamation point •—J
5
u,J^^

bold boldface type *jJi J»^

brack, close brack bracket ^
caps (or) all-cap all-capitalized words i^oj^ oUKii »^
cole colon ^la
com comma ^,u
dent indent aL-juJ^-
dent two (etc.) indent two spaces or .vaL-. iJ

-

two ems y

dot (or) stop period

elsie (or) one down lowercase word
'Ji**' '~>Jj>u

-

em dash, en dash length of dash '^^ <J>



*J>LUl VJL^ Icr-lj, J xijli \ *\

et ampersand " &/<-&**& sbTj-j

huh (or) hey question mark ^^\ iou

hy (or) hook hyphen *Kri

ital/end ital italic type 'J^i'^ *-»>»-

new pare (or) graph .. .new paragraph *jP *£-**

oh the letter o ° *-*>*

pos apostrophe v'j» *^»i*

pren, close pren parenthesis u-j*

quote/unquote quotation marks j^-^1 oua*

rome roman type *#\*jj ^jy
rule/end rule underlined type ^ l«Ai*-,, ^-r-
semi semicolon a»js^ aju^u

slash (or) slant slash ^ ^ .

snake swung dash '-"
*>-s*> &jA

sPot bullet Siwx.!>
two hooks two hyphens (as in

ai-i^u
"word-for-word")



VjM £j-l> OjU, Cb> Jld t^jJL^yij ^1 JjvJll i^«ll

two balls percent mark (%) a^i i^\j^
two dag double dagger (t) gj*y u>~* uy*

ar mark registration mark (®) iU*— z»y&

astrik asterisk (*) i^Ji i.^>

ball degree mark (°) *tj^ ***»

buck dollar symbol ($) A»jlJI yj

cee mark copyright mark {©) $& of>- <^»

cee slash cents symbol (<p)
*"«Ji >*.>

dag • -dagger (t)
cJrJH-*»

star ....star(*) *^

f
lijVi

nun hundred (two zeros)
(o,^) au

mjl million (six zeros) ll^ s^)^
num one, two > for numeral 12 ^ y .ul^j

point .decimal point h^ "^^

sub inferior character >~Ji o^ ^Jy

supe superior character >~JI^ *-»>*

thou thousand (three zeros) O1**^ 'kW^
twenty hy four twenty-four ojs**j **J

zero the numeral (')>* *i*M





ijy&ty (%&)

^jUoJI ii£±\+a -LljLb-d

PROOFREADING SKILLS

APTITUDE

Ot V[ . VJ 1^ 1 ^.A Sflj-iil JL^j & J5 Ol£»L Ot t^U jj^ iiUft

Jjil ilJLeL 0l^*3* VJ^ jy^'J* PJ*^ u^J^ li*U*J 0j» tSjIi^fl *ijl»J ^J* &>

^J J**Jl (Jj-ll JJ.lj ilJUc-«Nl aJ ^Iji. (_gJJl (j^JSJl Jbi- Uiij .... oL^lijJl

.

0>
5*1jUl Ju» J-2J ^ j* £j-Ul ._»jl*dl «-!_> Ot ^JIjJlj .^jl^sJl «~H>

01 J, . v-oM iuflji t5j4i 0l^ V £AkVl (jja V & Ot v dJLi'if

Harry H. McNaughton, Proofreading & Copyedlting .New York: Hastings House, 1973 .'
°



i*Lk)l ^.jl^i iu^-lj. J> xij.1 Y •

.h>cj>\j oLJjJ 4-sj-jj . Sol^l <Jl£j aII^I

DEVELOPMENTTHE RIGHT ATTITUDE

J_9- ^Jl .-jLaP^U SJ^^aj Kl_>- 5_Jw*« 5aJpj ipLiaJl v_Jjls£ i*^-!^

. i*jJaJi (^Jbr^i AJsLuj A»Jt!l IJLa

Clear the Room AAjii] £U$J

iC—i^Jl qJu ^ >r>j\>id\ ijv»-\J»j
ljiJ^}\

"

ArhL*^J, f^-"Vl vihSCc V



(JtjL* JLvSjI JLSlugl «ijj •Sj*** 01 L»5 t frls<3j ./lU j>-l ij~*JJ jJ^OA (ju^l jjP

\Sj3j-**> j-A l$>^ J^Jl OlSUi . j£jl\^ tilJjJs £* ^jUi. Of ,j£>

. sjlJLI i**-lj!LU

Clear the Cobwebs JUpVI dLLiJ j^i

^ jjS^I ^lr f£> j£ pJ 0^» . J^Jl ,> JjS'jdl Ojj fUl jt il^ 1 dps

. i*JL)S ,yi Vu ^Js- {£ . P-lks»i-t ^ *JS Ot ^SCc dJU^ ijjJLUJl ^Jl^J i>^3 liJUL*

J-"»-«-JI oLpU jt cj-SOt J**) I

^
jL of t^jj^l (y (j-J :.»1#>-)M

(j.a-'.Jl Juxi; Uoip aJLjC <Jl«j> »_Jjl>«l!i iwj-l^ 7*r^J Of {j&i >t*«JI

LjX*
(
j^j-^sM 4?-j iJ^J **S***> Aijlaj bj^C« 0j£> \aXs-j tJjjj^iiJl j^£S-

^^-^ pj-^jll 0j& L»JLiPj . sf^ij d^ ^L boL-o^fcl JS\j ajj^s- ji^t gr..,fg:l

. j>-\ j>v ^^U bo^ «o* Jj«»-l* /»-LnxU ivPji 5jT pjij M j! t So-l^sii ^^Ip- *>tJ^>

L_aJL-^ *_3j_~ij f-Ua^Vl ^ ci->»jl ioljL» t-JjUslIi 4*s?\j> ^ }Li« J-«»-l*

LjiLi^l JIlp olJJL! fUjIj *il> jl w>t JJB V sykUill^ ^Ua^MU . l5>^>-



ULJUl w>jU iuj-ij, j ajt^i Y Y

0*1^1 us, ^y\
KNOWING HOWTO READ

Read the Instructions oUJLcil tjSI

; i-jjj^-^aJl jjP oVjUiJlj 4 &UUL.I oUaJl <y JUJL*J| i_*^£ dJKc

Read Methodically t^^U 1y I

ti-jlsdJlj i^Jl :5JL>-y. J5 ^ jsVl ,Jip sjl^Ij ij* 5JL& a*K - te_^.

Oj^Oj f-j^jll IjSI (j^aJI jj^ 4«~» 4i«^J i>»-J f*i* aJL>- ^yj . oL>-lj jV*

*j Ji plla>- all *~*2? (1)1 ,j-« (JjjiuJ o\
(_S

J[ (lSj*"'J' ^^ *_/• »lj*l (*J ' p**j*

Read Slowly eia^ IjSI

i 9- \---jJL lj£i . oljl$ll lilkJ j^jiJijJ Jlxp isoU'cjj ti—>jL>bJ! <k»-I^ i»^«

d)t liJLStiL-aj ^_» -r-*sAil (^JliU jl AjUail j^jJl JjJi»«il tuJ V . &Jj>J



' 1 l_JjL»ii)l *JIS-\j» oljlf*

Read with Rhythm frl&l* ]j\

\a\ "i[ nJfj 15j>- S^l dLJU *_^j *Jt tlft-Jb ^Jajj i*\yi\ JjC V

^aJ 4ju^Ij4 iJ__s^j i!)j5o L°JJLPj t llXsj- j^ islo jl tbf j^W Ja«J La! 1 Jj!i

o_S-jj-j ^ f-Uas^l ^«jf«j iiLw»jAJ J-*ast eiJbuojS (l)j£o <i~>- is^>-t *ii»

tjlj-».,-l..uL iJj>«^ uyJU .(^LkJl jIxwJl^ ^uOl oUxi ,y> SLJL*. J^-

Lj—Jj liJLJi JL-JU /l2^» *j t 'jj**" ^iJ^r fJ^" »J*r«jl J9^***^ 7C-»-m>^ l_£Sj£j

.^>«Jl IJLa (^ 4*^.1^11 ^jsr-j iiULj-jaJ i**}ta oUj*Jl _^Sl uLt,:Sl .{jC+lS

l-iLJVI f-li|[ <_,!«> Jail*- . {Jjs^ ijl SsJt ,j-» jii ijt V iij-^ V^ $ t5*ri

JjUtOc^i jl iLolS" US' Jaij M cL^ fa^. I^soi dL* iJJU 015 li}j

<_J| bLSlil; dJUi ^jjj dJLjp oUi *-»jS Ujopj . oUKll a^Ia* -UsHjU



^UaJl ^j\J- iwflj- J, jLijil Y i

Look for Red Flags i^JbcJI oljLi^l jp

,y £"ljll ^^ »lt* at ^1 4 £lik iJaJl i^i 8^1 jlL- L. UU

. ojwmJI jjU...\I

. 5S"j>«dl jt iuL^Jl i>-jijil v-sj^J-l

. (ili, ifi, til) IkJ&A iJjjJ-l SJULi

. (headline type) ^jbJl JaXjj i lj^Si\ ojjJ-l ^^>-

.oUUs-)llj tolSUilj tJ^ljAJlj t^uy^l oU^Wl :^lijMl

4iPd^ Lf »U)II

KNOWING WHAT TO LOOK FOR

i_.>lku (ifwy-lJLU i-biil j-_~.ya.aJl C-ijJl ^



T O kjjl^cJl *jufl_y« oljlf*

Proofreading Checklists i»->jlsjdl £*>-l^« i^o^j-^aJ a^I^S

*5 t Jik*» J-J J fl$ll j! oL>-ljil dJULT (.ij-^aJ ^Ijil J^JtUoU ^SCc

dJLtf "ill iLilk. ^Jljill Jl £.b£ V jl» dKJj .("v 8 J-»JU> jr^V 1 J>V
. ^LaV I j^ Oyj^' TV'i ^ d\*j~>j . w£JL3S Jl i>-U-L o***«#4 UA5" IjJj

f-^jj

olj_i_J ^JJl pj-^jil i*-Js> JLp dJUS twiSjXij . 4JUaiJ (^JL!l <»a
:
,:,./»,?,llj i*jxb>

jt iCjI»Ij4JI ,jA*s ?y>} JJ ^l^ LCjJj • dJijU?-^v?j dJl7Lljj*~» ijJL>-
{
Js>j

i^p JL* liljWy j^ai; of LS*~i ^j . a*>-Ij1i |»ifa ^ g}j>~y\ fLf» oJ>m

jiis; V . 1$a£Sj 1«jup LjJLp i»^U *v» . 0IJLII1 i*>-lj.l *jla J 1$ip d-j*J

. l$tki«; (it OK-?- (^C iiLV 1 dUL*P pJaXJ ISij Ujji
(
yL ^j^-

totj-JLI bill **HjL ««JIj ("v* J*^0 ^Ijll j^lji Jl tfill jliil

.£_LU hjtj i(jlS^U) gUl JJ U i^j cSpjJJtl Sililj

Common Errors inJLill *Ua>H\

. Lji^j" J IW- djJb- jJl pU—VI

.jijbJl J 4^j5Ull
r
LSjVl

.fcWi-l £j_^|

. l^5L«! _^p J 5j^l *-»jj^*l



i*U»Jl <_.jl*£ i^flj* J jLijLi Y "I

. sum jt a>^l^\ ji. *JjxJi i»^p

Other Tips ^^t *c5L*a;

(
^_« £_*j_«-j*^ Jb£ Ol t*lk>-Vl 0>-T Jl4 UXp OUs-^i

l

yw* ,J diJlxj

. V^>csAj <JjJ~\ J15CJS.T ^ ij^^l ,y> l!-*cjI

1 S^^tvaJI L^/>l_yj ^ *Jy l^l*jl**j ' i>«js»tM9 <jiS^*j\j u^"y^ ^—•"•"i

Oijj UJLt» iiJb «j>-!jil *5l_jS <U*-lj^ <-;-^«i • l3»s*>W ^*jJ I—$*i*j' (t-"J

ol_>rA,^ll
f
LJjTj oU-_jJLJlj 4_-^i)l ^jjLjjJIj i«-S^I ^jjLjjJI^ JJW.

^J. SjLJiJ, a_jI *j»-Ij . .JLl&Ij olj*>Jil i«JlS ^ ijlj y> II lf&lk»j

. UJl jLsil bill JjISJ Ijit Jtffcj c^l ^ oU^i^ai ^LJjt



aij&tf**)

Ijiu I—a j^*i i

REMEMBERING WHAT YOU READ

fj-^-J • <;-V.j'JJ ^J*J L-JjU^Jl i*S*-\j» 0j-& OT Jl^-Nl ,j-» <JU*> ,jSCc V

Ljjjj tfliJL.7. ^ . JjVl SjJll J ItfjlJb" ^ jj ,/Jl *\Jrt\ fJLP o^U~

.otji br YjS J3a Ol^ vius- t jS"j . s£Sll *lk^l dJU" ^^ & *k*£

>JL_£ j_A>Ua,<ij t Aw^LaxJb <JL? SJL>- SjS'lJLj *£»lJl <L*Al ^ (**_^l cJ^J

uij-*; Ot VI dLU U .^ J5"
/Jb. Wlk. c~J ^H^* ijl^Sillj ol>Vl

L_» J-^a«t Jls-t t-JjJL/Vl JJi jl L-J^L-Ml 55jj Jbwj . 4-JLP ilo«J U J& ^A

tolj^a^ilj tS^--^ll tJjji-l JL*x-»lj f-!jU)/Ij tg-lj^-^l 4/ ilj^Vl 0U-^>

^j_-,ijilj iiJLlLj jLcj ,/Jl 5*ull jj-«Vl (_^i*j q& S-s«i 4CjLqJK1I JL*x*a«Ij

THE STYLEBOOK

ts*^"'^r*J^ jdJj^'j <—'u£Jl <]/> 5*OM AjSJUj
f
Jii«J t_*s£Jl villi^ *-«-i* Ui . *Ip

YV



**LUl ijjLjS iMf\jA ,J JLijLl YA

oopi (j-iJl A-^li-l 5pj^>«ii dli; jjUaj j-jLrf- i*^ yt^ >a£ cd^jWsJi

i lj^L.^J oJ>-jll oU^ljLl "The New YorkTimes"^^ t JVill J^w. Jlp

^jU JJa Ot UK .v^"^ (j^i ULJ.> t> ^r^ 1 'J1^ 1 ^^jJ»

. O^ilS^U V^^. flj5=^Vl; SjjJbU c-JUbU jJUaK S\jji» JU OS jelSUi iwl>-

. dJUSC* J*«D UwL« 0j& Ot Ujb-V ^Sj

jt jj>J.I ^ t»_jl53.l *Vs4 ^2lL Uijx* . <t-jj ^l*1 t^il-ijj. J>-j^ al-^1 OjJji>

J^4 <-ik_. it gUl ^>JJ- gr\j» JLp i4#U ^SC_c ^JUI i-j^L-'Vl jt JJjJl

. J.JUI V>L-Vl

THE STYLE SHEET

^U Nb . dJUi ^ fejjjj CkL^il ji^I 1^1 .^1 4pU» ujjU **.!> *U5t

d\ jjS^c ^JUl cJ^Jl ^jljj. U «_jjL-1 ,j* iSs^j cijJl <y> tyti JiJ Ujj . LjJj

ojJL.^1 iLSJLj il^a JIp 6j5i dt dLipj . JLUl v_^j cijJl ^ ^UaxS^I

.ifU-l c-pa UK IfcJl ^-jl'j 4*=*^^
fj3*

t^JJl (j^ 1 ^^-^ (>*



. "Hyphenations" ^yr-jll "-^j^l ^ oLlSCJl <L*j

.JS12J-I

.oljU-iJl fljtfj t^JaJl i$>2*-j toUoi-l oU!Apj ajjUcJI oU%Jl

Format 7^f~$\

(j-LSj uLSt, ^1 J^ s>j ^UJ^ ^ljPt)ll jJU. JbJ^ tf* ^ lObill jT

<_jU>. y j^j^ SU j^aJl <o jju at j^c ^JJI J&lJl iJljiJj . Jbw UJ

. (S ,
Y fiij Jj^l >'D jrl»/l JSCi jlo£ jju* b£ US iUjVl



SpUJI ._oW£ <**r\j» ,> JLtjll V

.Ai^llj a^j^l bill :^»l •( * , t) ^j JjJbL-1

.(j-i^l J^WJlj ^1 ^LfJlj *^Uitj ^i^Jl JLpO JUI^l

. (*JU-I Jlp jJau OlS lip VJL^I jk-I jt i_—U-l ^»JU ^Ijstl

,4*jJ>JJ <.4*0j&J H_»j^-I JJiJ

Spelling and Capitalization S^JI iJjjJ-l JUxu-lj (fen^l) »^*)H

*_, ((- ' jUj i^U^lj i ^UJftl)
r
^Vl »U-M Sjj^Jl oj>l

Mr. Jonathan Jliil J~*- J* olS" li^s .^^ <Jj3U j^ y* U JS" J-*m«J

Mr. Johng^ Nt J^^^ n»U» £r^ (i111 l^ 1 tj^r J* Smy(he

Oil dU* ijj^l *jj»cJ» i«fl> iJU^ C^S" ISJj .^yj >*> ^ Smith



b\ 4&j*j» viLJL^j (-ulJLiiwul l>%* {j* aStill JL*j)U.S. Postal Service J->*~J

^f-^-i. o*^ (J
^'* •***. ,Aji $ (£s (^lill post office jt U.S. Post Office

The J\ ij\Sj\ cjjJs U \*\j . UfLP jLJi^V! ^ JiVl JIp jl lUfJUbtf

(ojji-^ i_5jj—> and j _£*? T i-ij*- Ja>-V) Citizens and Southern National Bank

jJu^ tJl Oj>- Ji»V) the C&S Bank Sj-^aii^ 5 hja, ^S3j 'c£j>-T 5^»

C&S^ U lil aL* tfs L. CajT (JbJ dJLLJj . vjJ-^I «jj JLp IfSja 4>>

. (oULil Ji^V) C&S IJ&» aJL*

^a-p L-j—j-i iaf^G Ija JS" ^ ^yjJl L.UJ (ju ^u*«Jl vj^j t5->^j

i^jL-Vl fla^u-L jt tdLwb l>\^\ jijJUb jt 4jj>«il Jlj *) »l ,,A
:
JI oULJ.1

liLjJ atf UK dL i^ULl VJJL-Vl ojj jjLfS, UJ d^Jl dJLU <jy* <jJj

J^u-J U liilpj t (toward/towards, data base/ database) CxJ&jJau oUJLSJl ibS"

cjt also JLj-M) "judgment also judgement" O! Jbi American Heritage Dictionary

J*j < "judgment" J-Aill y. U^Jjl Ot Nj iflp 4>-jj JjJi. Ua^j (Ci,f

V L^i. tl Of VJ 0U_*L. (jt ^f or iWtf) "ax or axe" j, HS b\ j* ^J\
j&£ cooi^-j ^aJl f*A\ J iji^ji jJali SjLti^i ^ ait) ^i j^
tU Jwai; i^>-j ^a* iJU- ^j .(iAb^. j^ J^iiJl OL *>-Ul.l ^^J



JpLkll i_ol/ lvr\jA ^ Xijll VY

Hyphenations oUl£JI ,L^J

j^jj N L^Jt Nl t(«*~- IS"» decision-maker jl KSisaS'D full-service : J_L») k£j*

(decision maker j full service) a-^\S jT AXvaS" bt « J^jtXwJ U-Up L$~j
J->/>

_jJl

. A>jb
l
yal> *J» i_<jl^- 5ju>-Ij^ iJisA; 0_^j Ujlp Sv>U>- <u«-*l

_p»J jJLp JaJUJLl I^JLsA« OjSi (1)1 oUJLSCl jju iJUtfljJl oLW_r
ili j^j

°_r-t-^ ^J^*^ CfJ^*^ oUK *^**- ^ ^jVl >-ijj£-\ dj-& OlS" tj>-l

oL_JiCl dJUL? ^Jl-p-^j ( initial caps Jj^l SJtA^Vl <-ijjJ-l Ifclp cjJU4)

LdSOl ^p lib. ^£! c^ vJjs^j IjlJ iU»ljJl JJ *U£lli .SJ—s^lj 5—U_^

jj>1\ ijji JL» i "By-Pass This Street? jT By-pass This Street? » ?iL^I ,JJ ,ji\

. .Lai! IJ5U jdJ \^"i <. j~S ti_p*j Pass idSL e-jJl d)biJl jt

. a_\ , r [-> jJ A^»Uii« oLvK »U£«iw«l jlp oSUjI iw->«j j>-I jIj» iiliAj

The writer must re-read and rewrite, or replace, the copy and re-position it on the page.

Yj\j ji^aJi ^4 u kJipj iJi> j* js^So jkJi jj& J\ Sii ^ijij

\| _ja ll*j ciJS3l jJi^ Js j*\ aLil .UvJb l^ o^^ljJl .UJl j!



^Ij/VI ^ jujx ^^ b\ ^£j . J*Vl Jb. dk*i ^ U>ya; of o^E dU^

^—wa"> U Ol^j— v^JUT US' . t)L>-Vl j^u ^ Jpljill «u3 V lili *JUj Uji^

. LjjLij <u~xJlj toils' ilfcX>JJ o^lSwll jiUa* ^jIp (_iycJl
iJs- Ijili

Numerals aIJIpVI

^^^Ip tilJipSM <ib£] j&-j-j> i-jji-'I jt oJujjw «Jb-lj sopli iJL* c~~J

j_jJUl cLliJjT J»L-jt Oii *Uaill i-JL-Vlj JLpI^I ^yaju ilbh oT & *pjl

UJL^j ..sIOpMIj flijVl oJL<sPtj iw«i^]| JjlJbU 0*- jsj*^I (*^i L» oilpj

^lijDU ilJLPal JU*iml -J ;i_ij>-3L ^**«jj <u**J rtij ^»- JL>-lj j»ij <bl^

t^l Sjjiy-jjJL/Vl ^i-ift ,y ^ JUjcl-I jj>^>\ jT i_iJj->iJ o^£j . fapL«9 &U

^JlII ^jL-Vl 61S" Wt tiJj>L. IV^r W* 1^ jT fl»jNl J£J alapVl flai£-.l

US' . U&-JA «jj^H &?** U-** J-«U^I ^ JlStj (ten cents, lOcents ,$10,100 Jia)

. (iJL^ftj cent, 10 ten percent, ten per ) i»jdl i_..m»;I| *j> (UUdl « »_jJU-«T JjJl^ i-^w

Plurals, Possessives, and Punctuation jt-f/JI oU^Uj tS^Ulj t^J^l A-^



i*U*Jl yjlft oufl^ J j^jLl V t

gJLw Uii! ,jA*j ^L UJj . Siuj-ljLI Js-lj* ^>- J, >\J>V\ Js- iliiUll

L's; also Ls : ojjjLl

as.es, is
v_rJj a's, e's, i's

A.s,Es, Is
l_rJj A's, E's, I's

ifs, ands, or buts U»Jj ifs, and's, or but's; : oUASCll

don't's j! dos fj-^j don'ts j do's tmisss ^j^Jj miss's

Davis' house UsjIj Davis's house;

Chris' salary ,j5Clj Chris's money

Jane's cars jf Joe's

Joe and Jane's car Uajtj Joe's and Jane's car

'

7sjl7's IfUjVl

&sjl&'s : Jj^^'

Ph. D.s ^j Ph. D.'s *UFOs j\ UFO's : aJ^u-VI »L—M 1

.1800sjtl800's l^-jUdl

4_jlji j-tjr! C—>*~J\ US' jjS^J l *djO^ otalfiH f&jrh ^^^J
^_« JJlS IJlp Udii .*\j Ot ij^£ tJasLl JL^j (Jle- «iJL?jJLS o^bjl cJipIjaJL

<j>^& jt (apostrophe) i-j-Sjiil 5Ju*>liJl t\J>£~»\j ;cj!>U»UII Ji») oljLsLl

Sbt J-j-i jl aJ^jU^-^I bjUJI JL~ iJUoU &U»} jt i£_;> Ot J~» US' ^SUil

^SCcj . »JjJl oL>!>U) ^jLJ iJL* ^.J AJ|i t(J—^UJl ^^>-l ,y i_ik>Jl



pIjj 4^15^11 J^lj^Jl iiljilj . cJt dla*4- c lS»li aJjJL^j ^JJl j>«xJl Jl* pjj&\

Abbreviations olj*d£j.l

i>T dUJJ ^j i ujaIjII wW i>°
k*sb *]>** J^i ^j*"^ 1 J*l*J N

*i j^oiJll £pll ^ OjJj j»_S icjjJldl c-jjiw-Vl 5JiI Jb-t jt SJUJLI -jfUll

jLsaa^-V SJb-ij 3a»_J\» ,j» jSJ! iJbA Dj^j U GL>-tj . <il> <w»Ul-l i—i^JL/Sfl a*jj*

U-ij .cjIj-^sJ.1 a^qjL ^Ua *** J^tj '(j^i ty^y ^ ^jtA <—-JLu«^M

iNE jl Neb. LX-ljJ kVj tCT jl Conn, c—SLiJjS" V^J : oLVj

NYjlN.Y. dlJJiJ;J i^jj

.N.W. j\ NW jt NW. cj^p JU-i : ^ljii-1 »^l

PhD, AB, BS, MBA^j Ph.D., A.B., B.S., M.BA . : <LJbJl ol>jjJl

p.m. jIp.m.jIp.M. t a.m. j!a.m.j!a.M. : *jJl ol^a

FBI jl F B.I. cCPA j\ C.P.A. : ^iJ 1^ 1

j! (physical education, PE > jT (public service announcement, PSA) Jio i a*jJtil

J—i-° j-s^-Vl jiA » . l t Uj-j tSjjj^Jl i_ijjJ~L t_*l£i (account executive, AE)

sIpI^ liLLpj . ojji^tJI ijj^Lj t—j^j (afternoon, aft)j (government, gov.or govt.)

.ijl^u t^UjAa-l ^J\jj I^JLp s^ jJl.^JI JaUJj SjsjSJI iJjjJ-l

.(^UJI ipUJl vj 1^ £fH> o-^j) i^ 1 i$jW\ l*Jl c.fcli M Ji oUS



SpLU ^jUi h^jA ^ jLijii X"\

*lj-J-l C)l ^l .until «J&) j-^>«5 'til i-s^j-Sdl 3*KJl {Jj*z~3 U Wlij

cUJi ^ jJ-j Ot ,^£c l*p ^kJl «Jj-aj till jA «-j«waJl j-^sJ.1 Ot (J^ <I>jAij

lillpj . V jt 'n jl n' : and U& SikiJLl olj-^iJ.1 Jj >Ji . jk«.U WL.

^Jjt SjjLJI iJUoLi)! ^IJl>^U-1 ,y> JjJiJl ^1 U^ ,y V./^' SJIpUJI OjSi U

dash iWjJLJl >»JL>^uJj . through ,y> *tfJu thru i^jidl ijl^il jl ( ) aIs^I

tO^A-^liJl ,>p SLjJl-; tksi- LUic*.l (...) ellipsis vJi-i-l o'iU jt ( )

^ f
g,.,^ 0>jji U* ^jU^Jl t^^lji f-k™ i>T Nl i5J^p>H JUp^I

k^ jf9' ^J** y^ J* jj9^ JJ c?
1 p* ^cr^b)

Special Treatment 2^li-l Sd-Ull

^^ i|t J»i j! i*s»jJl cjU^Uj js^JI *xply ^ Xs^ otj tSJjJ^- olds'

^U! 5»w»lj 4-^UU U-Ull jJUjj . Jby ,_yaJl J*>- J\ i^ijj Ol -uU ^ jtf

OV <J»I ~i jl leLi^l i_j|JbrM iL-.jS' tv^V 1 o^f^ <J C***^

li* ^. ll.jj. J^Udl 4ip ol^ lib .(i ,t jjj Jjai-I) IJ^* L*^ J^l

.i^lb JA£s vj1-^ 1 ^JJ £* ' kK?<^- y^ 1 8JA t^ !JilS u5
^"



American Express® Travelers Cheques

Winston® Taste Good Like A Cigarette Should

Diet-Rite® Cola

Kwik Koting®

More cheesier (Kraft Macaroni & Cheese Dinner)

BTU-tiful™

UnflappaBull (Bull Worldwide Information Systems)

Dr Pepper®

Heat'N'Serve®

Dates ipl^sJl

18th century or eighteenth century (adjective and noun)

18th-century or eighteenth-century (compound adjective)

1900's or 1900s

October 1989; October, 1989; Oct. 1989; Oct., 1989; 10/89

January 10, 1976; 10 January 1976; Jan. 10, 1976; 10 Jan. 1976; 01/10/76

(preferred over 1/10/76). Americans don't use 10/01/76 when the date is January 10,

1976. The informal January ' 76 may be used only when it is not accompanied by a

day ( don't use January 10, '76)

American Express Travel Related iSjli AjjI£ otA*^ "Travelers Cheques" Jo-L*Jl olSwlJl ( \ )

,ji» Diet-Rite Ul . "Reynolds Tdbwxo'iSjiA U>*w 4jjI^ ***& ^"Winston" <j_j£«jjj i Services

s Martin Varnish ZSjJdLjU i*&& ,j» Kwik Kotingj i Royal Crown Cola «Sj£S &>***» lij\£ i«}lp

AmericanJU£lj>«-~«Aj
>
,U£<»5\p

t
J* BTU-tifiilj. Kraftl~~My*j>Jj*£~Z*i&*0j> y^Mata cheesier j

isMp^Dr Pepper j i Bull HN Information System Sk-nljj UnflappaBull /»Jbki«Jj . Gas Association

. Sunbeam Appliance *Sj£i iyl^ **$& ^/> Heat 'N' Serve j i Dr Pepper iSjJii *jjI^



XpLUi ljjI^ oisfi^. j xijii VA

"His first book was published June 1, 1988, and was a Jli< . a1*J4 aA$> ^ ^3
."His first book was published June 1988 and was a best-seller" ^Jj best-seller"

Foreign Words J-jfafVl oUKll

j] oLi£3l ^yLpt Lp^lj^j jkx)! oU^Ap sIpIjj «,« oljLdlj oLA£Jl oJl*

i
-S l^j.«../x> U GL_j_»-tj tjjjJaJl oU!Ap Jp dj^ij*Ml '&*> (v-Jj . IfLiw1

. LfuJij oU^UJl oJvjJj . aJLS" l$JjJu_f£ jl lk>- Ojljj jt Uai-I *-*>^ll

kj-j^^MI ULj ^Jl dJLlJ Ijlp) *~i>-Ml olij-ill £**- £?k> Ot <~->«i

. I4LU Js*- *^ j! Jslll JJ-li ("hors d'oeuvre" jl "avant-garde" Ji*

Facts JSUU-I

^j^xll OjZj Ml tl^LU <**-!> JjS ^1 JUpMI & JS J if*

ij-^s j\ J& iLjUl oU*>iJ.I J ^jw»J| ^j . dJJ ISjJU ^j^jil

^J hy^\ {/> jJiJl l-ifc <j-J J5LiJ-t j^Jjj . LjJp ^j-hoJ.1 JSl&U «^«j>-

4_*Uj S^xi] LxJuIju JL* Cjtj J;->jJI OjSu UJL^- U>j*tf^ iaJ!Ap)M J^Ml

Uui- ^1 ^ Mjj_~* Sdlp <Jj£» M LjjbrJl ^-ly. Ot ja p*J\ J*

j

j-5LijJ ^IjJl dUl~JI <jT Ml ol»l
f
JL* ytimA j\ oUjLJil ^ ^U^

VjJL-Ml 5*jj Jip Oji . C---4-I v^ (>* Vr*^ 1 cA ^ O^S ->-^ 1

jjjrf. k>U» ^>JJ- £*\J*Sj • o^U vibuflji j>* IfuLtf cJSU^- 4jt ciL ^»UM

Ot j£c c/^l J51^ 1 ^ £^ ^^ , "^ ^ <^" ^ ^^^ ^^^ «/



T1 iji-u/x-

,_,» dUi Jju Ja3i 131jiP y* jJL 3*515 l^JL. «ooil *U«Jt jui J bC y*

Trademarks & Service Marks oL>JiU oU^Uj *iJu>tA\ oWiUll

JiSti . i^jjJL-Vl a«jj ,y j^il *-v«l j!j**j Uju^jIj ®
cJ=

s*=-wvjJl oUtApj kSM)

i*!>UJl (.11^ fUJ "Trademark Act" i>J*?A\ oL!>UJl OjJlS «_»^ JlSj

If *^*ji (^! jt jl^>- jt j*j j! rt-w-l jt i*J5" ^t «5jjUdl £*}UJU »JJa*i« J*A;

.(15.U.S.C. 1127) .jX^-^I «j** £~^" ^1 ^L"

<*!>U ^ in (»UJ «TrademarkAct» i-jjUdl olOUl OjJU iJy> US'

: JL. LS^ad-l

.(15.U.S.C. 1127).

,jji oUjJ-1 ol<>}U jt 4jjU«iJI oL^UJl <jJ&-\ Ji>*~*j *j L» lilj

U.S. Patent and " ajjUJI oL^jLjJIj £l^Vl oUI^ <>oy»Vl ^--^11

f\M\ ^UJ KTrademarkActD OjUdl oU%Jl »\& 0^* t "Trademark Office

:iJUl tij^i!! A^aJl <y» c^tj *&j~» \**jjj *jjj*0 i-Jik

1. Registered in U.S. Patent and Trademark Office.

2. Reg. U.S. Pat. &Tm. Off.

3.®

«j

iuii ai» c ^1^)1 oU%jij ^i^ni oui^j ^.^Vi ^^ai j y^



S*LUl ^>J£ tMr\y J JLiJLl i "

oU!5l«Jl (julji J^»-t f-U! aJU- ^ dJUij toUNjiJ /»UJl Oj^Liil Jij IfU-iJ

: SJB £«UJl

.(oJi>. L.^P Ifil JLp fUJl Ojilill i*%>) SM - Y

tuUljJ ^ty^\ t~-s£ll <y £!>«-** ^*i ^ f^ 0_^L2JI i«}Ui ^Ifj

^^sm i.^jij^TM ^^uJi^ 4v »Ui ^j^^ .5jjUJ| oU!)UIj ^lj^-^1

dJUbJ ^4 4-J^» t oil i!)ji **-^l Ojj^T fJiic-l Lo li[ (ijiLl ,JU> JaliJ-lj

1 pLiil JLp gc.-ya." jl oUjljL-I jt oL>«sil pL-JV ^SCc US' 1£^ jl JjSJ-l

,_— I Jb« ajj k}Ul Ot j>« aSte Ol <>fui t«iUi «-i}U ^ J^JL Sad***

_pj| Jlp ^J Ot^ 6J^j .O^p)/ 1 w* ^S
-»

tL*~ J- 1^"
sT

11 K-^JI



Widget is a registered trademark of the ABC Company

JU ^ Widget *—V! «-*JIsj«j E*?y S*Jli-l **}U j\ 4jjU>«xJ1 £»%Jl cJlS" 11j

. £-SU-l jy L^W^ c5^ Jf^ *-°^ £**J i^JJ^^ 1

Cr (_r-J ^ ^ij^Jl

itjj t,. i «/a" <uJ£ ^j^jw i-lirf- oU^saS^ . L.«.

"
.,(J C-Jl? lij

t J-^i—J «U^\ju «Uji»cvsw

rt—»l (l)^i t (nouns) frl-o—^tS" aJis-j J*jcu»I L« lijj . oUJiiU jt oL>«rJ,l ^
.J^il jUJtJl £. J^c^, OlS" lil ^i ti.%Jl J\ SjL5)fl v_JLki N 55^1

*r~»\£ ojjjJx «American Express" SSj^i **»\ /»LL.>».:.>.il JU^ <0^9 Jlill J-**-
(_5
Lo

American Express®) J^^dl 1»}Uj l^^« ij* *ty t LgJl«Ji>- <^-U>-} jt 1$jU«£>*

(0!>U)M Ji-t ^ 1>U) jUuiJl jlj^ -—-Vl ^$Ji> UJULPj . (Travelers Cheques

.Sijytil aJjjUJI i»%Jl jt tj^j^wdl i«%o lfcj~* OjSC U IIJLp <b^»

Copyright Marks ^Jall ijjfe- olt^U

L^uLJ- ojj-ldl ««Ji *^<u>- ^ i^> L bub iJiU-l ^y j>-T Ja*» iiL*

i_*_L_frlj ol—jjxS^JIj oLjjjJl cjVLaoj i_*iS^J| a-^- ^ »Ja.1l t3ji>- jjl»...

OOs- L lilj . oy Jj*SI 3Ml ^ ^.jLr ja A^kll Jj5*- ^jjUj . oU^U^I

,Js-j . SOj^Li-l S^lil ^ Ij>*a o^3 ^P'r! ^^ ^V £?^ (ij^1- •iiJ^ L5*riJ

©1989 ABC Company OR Copyright (or Copr.) 1989 ABC Company



*puyi ijjU i^iy. ,_,» jj,j.\ l y

M ^Jl A^^-Vl JjjJl
{
y^H iJL*j cUj-L Ja^ ot gUl J^fc- 6jiU3 ISsj

j»j_>«£«j LgJ^ ^ ^j 1 a^I <5y>- 4*y& t-i^ i£j>-t oUtAp SjL tijXjJ

. JjjJl ^j^il Jp JjiLl ill^di ^ UJ4 ^jW

Logotypes oljUuiJl

l» liJLt ^Ul ijUJtJl dj&jj .^LoJ> Cj* iLl oU^p^I oV15j ^Jis-J

JL^jll <^-l ,y t^jU^Jl oL»%Jlj *-l^>-Nl olfrljJ Juy^l tw-j^lL J>«—j

jlxJJl lift jw»j-»J . (jjJT rtj<>,.^7j ^yjl>- Jaw la-$> J5 ijj I* oilpj) LfcJ^jj

i*Jui* J is^jL^tJ! Jji ^ ij5o I* SiUj iO!Ap)/I jt ap»asa1I J U Ci\&> J

Footnotes, Bibliographies, and Tables JjlJ^-lj ^^j^Wj c^L*^'

Kb-lj ^LS-» ^1 . jj*JJ jl .-AJjU <*^j tfill ^>jLM\ ^LoL dJLU

^U^JJ iii-Vl Jl ^jlj c^jL-Vl ojj J ^Ul .JL* ,>. J& JSMl Jp
.il>Vlj v^-^ 1 J*

Miscellaneous olSytt*

V dJb£)j cU/il Jl^ -UUJ OL^I jji*. J ilt* bj& ti\ j£fi

t j-SLU-l : Ji* h-jjUVI aSjj Ifclp J*s£J jJl olatfl J l**^j ^'
^_SCjCj .li5C«ij liJjJLillj 5-JijJl obJlksailj i^i?l_^Jl fUjtj i^jbJlj



SJbJULl J»UJ| ^ JJiS iJp iiU>l iSj & o^S ^^ • W-^M* V-J^ ^J7 ^
i-jjJL.'Vl 5Sjj (t ...o.SA" (JL& (j-o./'-li . (ij^^ JUpV Lajuj ^1 i^jLuMi aSjj ^i

i
y>j*&i\ oU-Lp-Ij iii;U-Ls>-l i^j^J ti\ iiJL£e »^-~>»j 4 W^"" jf ^i «u«l^-l

. USLiJ! &L>- JS" ^Ijp Vt'J^ (**-> • ^'M9 "rO^ fff'j
1
cs^'

DESIGNING YOUR STYLE SHEET

[t>wjl 4 l^5L>cA j+abja\ lJJ iJuA; cjS \xj . L^JJj L^hjj Jj LgJjIUj iI«A«J

uiJ-rJ-l
(

^>- <~s-y~i b^U-lj oUli-l ,y \S_9lS" I5JIP JljjVl Jlp *^l jt

. (oJb-lj 5J>- ^ SiU- i^AjX~j Ot "X,Y,Z" iJjjJ-l j-^UjJ <^Sj) AjS^fll

oUtjUS") l-SUJ! L^Jy ^k-~J ^ jd\ j^UjJLI aJU»)II \j^.\ ^yvu ^>J

l/»lijVl ii-bwj lisoUU jj-o^Jlj l«^-ljllj t^lji-lj ti_JjjL«»Vljt p-f/Jl

. juus* ( * , t) fij JjjUli >:i 1 (^uwi £J>-)n v^-b * **M«Jl £^J

•( * > ° pij JjaJLl) J-15X o^«ll <>^ JaJd jdf ^1 i.jlai-1 dU;

General Office Style Sheet i,.:<U.l laUil ^jJL.'Vl SSj

j

1*^5—- ^j tSjji-Jl jjjLSxJIj iJ^JU is<»ULl 0%-iljllj tol^iil (j^j-^aJl



ULkll i_,jU hv>r\j* J, juijll li

(Ki» jxlil jliJI) Uj^il oUULl ^ ^luJ| oJL^J t,^U

oUU* culi .^U aSjj .( i , i) ^ij JjjbM

£A-& ^JaJl oUsolj**

1\j£>\»- ASss-C~»\ ^^oijJl i.jjJL.'Vl

i_j t 5jjjSOI i_3jj>-l (JlejCwil

A-SOil

(adj) iis<jJl

(en) ^JLt fJi\



So \y& U j^i;

(^O^jJjOJL-I gb

(diet) *j»«j»il o%.^tflj

(n) ^1
(pa) <u J^ili ajIs*

(pi) f-«Jrl 4w
(possessive) iXU.1

(sing) iyil

(v) J~UI

<i» o

GLllj*Wl V*^ IJlSUj) a c C



icUaJl i_*jt*£ iMf.\y J Xijl.1 £ 1

iJ^LaJl jj^Vi /J;>c~^l oU^Ap

oiSLdl / ^UU ^Uic^Vl

iwi^aJl b*

*JaJl CjLiv»l_^

er*M ^J^ 1



/ JLsaii / jjiii oUJi / oU&i ^ j-^jJi /Sjjjsai ^ij>i jl*x-i

(pi) a^I (adj) AjtsaJl

(poss) iSii\ (en) ^yc^l jh-MI

(sing) 3j&\ (diet) *>6*il o^Lsail

(v) J*5Jl (n) ^J^\

(pa) <b Jj^ill 5i-,«9

I

(SAiWl h\&^ li£»j) o



SpUJI >->j\£ a^.\ja j JLi^l I A

a^xLi oik^^li / jsiaJ-i

oUl&J is^UNl V&\j tiiJipVl £. J*Ux)lj t^li-l ^Jjdlj tSjj-31 ^>l

Manuscript Style Sheet J»jksJ&« i^L*! *Sjj



tiL a^UL-I vjJL/SM ^JJ J^ -^^ ^ji tJbl .How lb Begin Ujt.jLS'

_j* Jj*Vl -iJjj^* OjSu Ujulp i^jA <-»Lm<M t^j^l c^Jj ;aJI£)I SM^aJ! pUj!

5_5jjJ ajjjJJI J^lJllI jjjjJ^J i—iljJl tiJUlP <l)j£> j ( i_jjL>sJl *»r\J» Ojl**

^1 i»jIs<9! . AxJ^Lj <J-\ 4>i~^5\ iijliC <U9 ajJJj (_$JL)I 4~dlJ CJjJl ^ ;t-ijJLu'Vl

l&-j*/ij j£Sl bj^v* dLjJ t)j&5 aj^ i ^j^Jl iwy-lj* {y> pL^lJ'yi ij^iJ; U<ajt dJLli

dj& Ot ^^ri La jt iojLuVl 5ii5jl 4jJ»>L» jLtJL^ jj-^J (JJLJS jLS ^ . olj£>«l

. <u!p

L$Ji dJUj^!>j ^j^ ^"^ J^ oD^ <j* ^1 4**j»-I^1j Ajjjj cJl Lju*

JLi !k£Ji cJlS" lil U (
JjVl Sdytil ,>•) jJJbl Ot Jjl>-j . JL-Ull 5iUL» ^

LiU Oiri *»T VI j^Jl ^ Lmjjj jlj£r jSJci jj _jJ ^j . JsjkU.1 ,y ojjSi

lL^>\y> JJ LjjjJL.'Vl U-Ujc jLco jly jJLp (Jvas-I jt) f,ly iiJl t l£L* ^i.

.ttUil J*UUI

lil U 5JL>- ^ U .olJJL Jp^^k^il dJUJJ Jaii dUU- ^ L^.la^u-1 «_^ CAS



IpUJI ^jlji Ij^\j» ^ xi,J.\ •

Client Style Sheet J***JI i-tjU 3£jj

VJ i4_LJL* «*> £>*p)|| oVlSj <J J^l VjU Jl^jt aIApI ^
^IxS JJ ilSL, sxdl apljaJl ,y JJi J^l ^ Ajd ot £>->! ^ OjSC, U^-

.(«jl JsJULl >l) ojSUJl jylal ^ *A*i £^1 JJ dUJtf, to^ji

Cj*
l ^j^ 1 JJ,r$ ' ol^j ol^« J**jJI vj^ **jj dl ffrji L« «il*-j

JiLi^-Nl j^Xj U SiUj . LjJLp iS»Ullj JUU Ai^^j Jr**^ >kjS> 0*A <-^>*i

o^L
g-srt axi l ,_,!* U»iJL. OjSJ U SiUj . Jj^p JS3 iiiu~» <_jjJL.t liljjL

. cjUajJasJil <--jjU>it (JljjT ^ JU-I _** US' t AJLSjiJl

. jt—jjjULo (_»^>-l JIp *%>jJI <y JbJbJl <JlSjJl ^Jd bj£j Lo SaLpj

oU:>U£U L-Jlj Qu\ JU-I dJUiSj tjiJkj-p ^*> sjj^d! ^W>^ ^^U*Jl *Vj$Jj

(Jl Vj^ -^ 'Ujj l)jSo ot
l

yd\ i*U jSCcj . oU«idl oJL^J UalopJ *^j ,^1

oLnjll {jA Zjjfxla OjSo (1)1 ^S^C UijJ 4i_9j_^*ll JjOjJJ ij-.jJlj JL^Sll SjbJ

f
j* dJUi JIp *Uy . jSUaiiJ tuk. dike ^JUl ^UwdJ w)L ^IjJU ,_> ilj

. (JjU«AsaJI f^j^l *i* >/»"j t-ijj^-i Jl5w>t jL>x>-Ij Obxil

^Lc SI t i^UaJl ^jL/i li\J>\ ,jj>-] oLLait f-!>UjJl <^jJ OjSo JlS

V l„,»:.t 4 "Inc." j-vaii^j a—-jll *—>l Oy *JU»L^I (***>«=-*. d)t *!>Lj«JI Jb-N

<L->-lXdll LuUiiOl ,_^i*J V^ ^ ^^AajJI Js'-'V (j^Cj -j>-l (U** U>«JL>Bi««j

. rt >r til jJ (_JjJU jA L»p ca,l
*

,><U f-l>«^» Lsi-Jl L^jXXj Lcjj c *jk^ "~*J^r^

j,
JjUcXU pU^.1 JLhj J->t«dl ia*^ ipUa ^y ii^UjJI jj^xj lT*j2 "^ ^!>^

i_^!A_P A_pU» IjJLiaj Dl ^^"^1 ,j^E UP" <_5* toUcXj.1 aJjh jSS ijj Lois'

jj 1^ - apLIs jJLp p1)L«aJI ,)*«*) fj^ytij . ipiXyaJI ^jS SJL>-lj 5j^ A;>t»«lSl

J-j^-i. N Lw t^U^i Jji ^J SJjJUJl ^iljJ-l ,>• L*js^j ^*il (iji>-

^j-L-c- JJL_I jA\ lij\^\ pLwVl jSi o."5U*il ,y> j-£S (j^aSjij • <^i iljj^



^ \jZ L. Jjj

liJli-j . f-U—tS" jt olL^S" SJUjc^J.1 oUcdl fU—t *l« CiLit ^£c US' * AjSQil

bkSli Lgil \*S tUj^i i_ou4j <oI a>-jJl) tftb»- Sj-iS" *}U*Jl oUUiit 0j& U

^ ol^ril Jjp- oUjJUllj J-^jJI ^J^ J***i • How lb Begin ]jJi^kS

J* Jjkj -u^Jl <~M Jl «j>M l*»S cf^ ^1 <y> Jj>il Ji J~~Jl

.0!Ap>I ilJLpl ^oJ.1 jUll ISU-tj OlxiJlj ^1 ^JlS" ^

^sJLp ^LaJi j^Ji^ Ail*- ij^ ^ui ^^l-'Vi ^p %a jlJ ^->jUy\

j-* h*Z*» SjLUoJ. &Sb Jj^iJl II* ilyl y, *j JS" ^jj 0j£. olj t jlSoNl

ipLkJl ^jU ^IjS. J^ o«=d «# to^jju; JU-4 jl i-jjJL-Ml ^ £jj>.

J*** ^ cOtiJl II* J j\J SUJV JUdl ^ JjjJil jt tiJjll ^ jjLiJl

. ujlaI Jlp sj^uyi *lj-i 0j5j Uo j^i Vju jjjji ^j«,i^

^ a>.|j L*
f
IjxNl Jj> ^>lj opljill ^jl^j . JLJbdl UJ-l ^ VjL,Vl

£J>" ^*l^ j^J ^Uail VJ 1^ £?"'>• ^Ij1 t>Jl Wi**b ^LtJ^Jl V"^^
icop isiSldl J^ljiJl y> a*j+>*a vjjJL-Vl gr,,AJ i(5j>-l^ 6l JLpIjaII ,y>





v/^Jd**)

JLhiil JgLoJIj ^^i« ^
UNDERSTANDINGTHE WRITER'S
LANGUAGE AND QUERYING EFFECTIVELY

j-i\yi l>T
i
j£j; ijy> *Zi\j • \</i n i—>jL>«iil fHj* a-*^

(_s*
«-*jl£Jl «u$* il)j,

. LjJLJtJiJ Zj\j iiJUl jl^sj t^JLII i-jjU^Jl fr\J» y> i_Jl£D

. S^L. jjjP ixJLlJl jjj LoJLLP 5JUJ^>- oUS1

jlSol ^ jJ-t Lj J-^ajJ '^1*11

STUDY IT If-jit

. liwj VjJU ly.t ^UU lf.Uio-1 ^ J*£ -
^UJl JUjcu-VI

6L~c ji^Vl 0[ ?L^UI ^s & jl-pI^J 4^ £>, t^JJl JljJlj

or



*eU*Jl fcjjU <jufj» ^ JLijll a £

j_»j . ^jU* f
Ijdl ^t ^ o^}ll ^p J-IS" j>*p ^^ o! dtUJ ^j

.b. LjVjT fJ c^ 1^ «lt-JL» ^ JL* v1^ *W> **+' JJ^J

JU*Xm.NI y sJibJl Sj;waJl ^ . . . » :dj^jL?r ^-U^ Ifsiso JlS K^jjUyi

LaOs-j ^ [ttaUJLl ^^ j] SjU jt 5JbJi>- iJtf dL-] oUKU j^Ll

^y i^aSL* jkJ ol$>-j Olj-^-i (liLJlS" ^-jiaj " The American Heritage" ,,_/>«.!

The Prevailing Usage of Its Speakers Should Be the Chief Determinant "
: d)lji»u Jli->

y> L$j O^^l v-JU- ^ OSLJI JU*i-.Vl 0j& it j^ViJ t "of the Language.

i-jjJbi^l iiJUl ol» i JJbU ji^Mi <>• lib* ^.^L.4 v£Ui J^j

£fLA L5^ LfViJ • (*-^' L5* ^ V Oj£ **S»> Jf&j Lfc^ J-* 1J1 «tf (j^€

. vijlJb- Vl j-«J a^~hL«»-j ciLtiC^.i'bfl (^^ «JjJl» S~w ip_rJl i-S'lj^ 1—ijlsfdl

^^ Ji.) c^-jUU iJLdL! 1-.L.MI dLbL-j ^jb-1 sdjiJl cJtf ISJj

The American Heritage Dictionary, Second College Edition (Boston: Houghton Mifflin Company, 1985). ( ^

)



. jlJju Jjbi. (ji tub l*l~Hj vp^ 1 js51

! Uoj^-jj JbJl i^*«jC j! t l$Jj jJaJlj j-Ul Jdxj US ^1 oUjJUil ^ SjjS

t
t_r»_oLSll JjlJ^j *Jj-»^lj ioL^UJI J*-iJ i*Sli)l /c^j . oUl£Lll l$J

5_jjiJL!l *jfUil JUJj . »_jjUcJl i»^-lyi Jj-j>jj i (wHj^lj vL^r' J^lJd^

. lyjj UJjTj lw»- viJLi ISjjS i£JU>ca£ Jail>-I . i_jjUiJ| A>-lji («^*^-l jJjJLsaII

iJKJlj iSjkll iJKJl Oii LjJ i-ij^Jil ^J^b^Nl jAlJio ^^iu Ci.1 iib»j

l_*£ UJLJl jUj Vt trifi, <.L*^J\j lft|j_tJ| jSSl ij^Ll U5^U Sijj^ai

S-P-E-L-L IT RIGHT lf£>^" ^2*(

j^>- OjSJ Ot J^C ^J| oLUS^I
(
yuu *JUj . A-SU4JI pUs>-VI Jj> iJydU



**Lk!l «_>jla£ ~**irj* ,j JUjll o i

ii>_*Jl o\i tUjS'Jj ^kuJ ^J Uj . *!sl.)H i>\£ Ay^ Jwail J~-> ^ ij&

,yj </* . t l Ji-ljw
py"Lrt u**^ <_s* *^°^ J*-^ o^il i>°j • dJLllii ^» (JJLSj

s

iJS Ubll U^c !Ai .^ JJ J.I&1I g.ljjH JUb Jii j^c V 4 VI to^Jl

Jj^iJl <cSCc "V 4jT US' . Tt~>**0 j£- jlSU ^ OJl>-j U^sJj \>*
r3>K*p 1 g'^.fri

^ tk>- i_^iU-l i_iisSC ^li form UlS" sj C>\ ^j*^ Uip- from k<JS Oijj

^ ULilkU oUl£JI -^ki; jjSCc dJiS . <uU> i>T jSULI ^jjU^JI gflji

. («*—1» pres-ent j Kj*i)>pre-sent : Ji«) iih>o» ^^Lj «, ,^^11 ^s iaJbSxll t *U*$ll

t|t ,^.9 L_gJl «^-jl liJUl dL^x^j Ux*j toUKJl ^JsU* jujl£ jipI^s jJui

lf& <i~>sj| ?U3>»$j dLlp iw^.yttj UJlIp (^»»*i.l ^ io-^ ^^lp j^u i_i-S

AjLi«l«J Ol Jjla- I LgJlSCa ^ IfcJlP jjUJl viJULp ji*j ^yui tLjiJsu Zhjai lSw

I^U^a Oji9 Ca-jt (_a_b.->J US' ijkJl (iji» SiJlXU wiUiJj iJ\A\ SiJj«l«



°V JUiJl JjUJlj i_Jlfll &J
f4*

? . . . vt>JbCJ J*
PARLEZ-VOUS... ?

J-*-s£ ot iJL~»t ioJLSCJ
{
jSUl\

l
y»i . ipiL>- 0j& Of ^x i^jUJl oljLuJl

i_s*ri *J • ^l-^J ^» lSj^ Hb>fc«
(_s
^w J^utf. Lw t^L» ^ tSjUJ (_jU»

j**ji oii ojpi

KNOWTHE MECHANICS
Vj (t , f.

$ * oljit Oyj*. V ._jlLs3l ,y ly? ot Is^Jix^ l^.t jju. aS

<Uo~*>jJl 4i^l_p Jic ji uJLp-Ij . t£j~*- y\ lf» i—*jU»Jl /wHj* isywj i LgiLlpjJ

^•Ujjj dLUs tJ^SUil L^ dii*~J jj li^i tojJltJl Sl^l Jjo U iiJLSl oLJ'il

t l4-.jil 4 (id**** j\) icaiJl iw-.|jjj| dJLS^ 1_, l ,,a-..dL> pi jt ^...VJ ^Ija

^Ul JLjp-jJI ^j>Jl sU-l Ja>. 0j& Ujj . LgJl c^^a-l LIS LjJj ^jlj

. SjjJijJ.1 <*iSJIj i>._j*«iLl oilil (ju Jaj p

IS-^r LaIjS^ Of ^ ^PjJl JLpj . ijUdl oLjSO.1 ^ j! oLwU-L ^£S^\

J4*J| V-.USCJI _^>-lj 1 f-lj^Jl JJ Up. JS" (J
^>«i 4j

i
:
ij 4i\s i ^UVl ^i Jb-lj

WHEN TO QUERY

C*_*L^" \sj tik-Vl ^> ,y ^^3 "ill v^. . (0 ^ ^j JjJLi-t jliJI)



ipUJl VJ1^ i^j. J JJjll flA

. Ui jIjIpVI aJLpj JJUsU Sii

ko^Jl ajU£)1 g4x*£j iUtpLt vo 1^ s-Vr ****-!.£ sJuJUt ijb£Jl

(.i£iSj\ oljLxJlj 4^%)flj trt-ijJl oU^Ap JUjcu-Ij tj>«Jl ^ <!>jda>o

{Js- jilS i±Ul ij>J. AjjJ^ j-P ^j
L>=*-' J-**J U1^' *^ SiW (>* J^* ^Ui

j^J. »|jjf L* Jj^- Jlj^Jl a^jJ Jjftl JU> jt iliJl dJLflj ,>» 01 . dJUi

ikJ-l CjU-ji
t
^aitj J»U3 jtj i >L*X*Vl fypy> ikiJU 015^^1 j^S iilji

iJLjjfc Oj^o U EL-^-t <uLa «i_A£3l IJla LUo (_j* »_r* (>• .r^l U_rJiT USj

iijji-j dLj! (j.-* JiSfa tj^l jj^^ij SpLkil t-jjUi i*>-lj« ui-i ^»j ia^



io^oi (j^aJl Jj^^u L»t t L-jjl^Jl /c*-lj* U^> *;»;kU *Ua>-Ml t-j-jj-^aS* c JjiJl

WHATTO QUERY

r-b^ U iU>- Ot di) (JiJ li^* ^cPj Vj^*1^ 4pU*1I J*4-l^ n_Jl£Jl jt jj»*ll

Ji.) tki JjA^iJL U liJi ilU ot J} SjLl)!l dUp l-^cJ tlx^ jiJt ijx J|

. (J*iJl <yj jj~ Ji*) JaiiU ^ f^ l# jt (oyaI~* jjP SjLp jt Jaj^Jl iLplfl

OT ,yX_c U^jJ . l$i>«J J cjy&iJ> ^ l5j^-I ^S^ *k»-f jUu M

dLjl—-!>> aJLv«j>- OjSo (jt i_*>»J -uJLiCj L» v_JLtT il)^i 'J-oJ^I (>• lj~S (JjCJ

. dWLd (U>^l JU^I jt) cJjJ' «d*d V^ 1 ^J ->j*^ ^* *dl"Ub-}Uj

£jl* «_JU* U l&Sb Ua^ 4 JUfcu Up jLJa-Vl jt eli»>-Vl i_-ij-^j" ty

Ot ftvSljil ,j^ b\S li^ . oVU-l j^j^kj ,_,» fU^J ij^JljX-.lj t^L—U^JLijJl ,y

y> SlfcJ.1 J^ljSJl Jsjl jt lfc Jjljll jiUlj ><.??..! c jJS^I i-syu V t-JlS3l

dUtj t $l£ill ^ lJLs>- OjSCi «dJjL iwJlSJl «Jj5j Ot <ut«l ^ iJLftj . jiUall oJLa

Ij_ft J^ Uui . (J*ij «J Jl 4>J-I dUp JL {y jJ- Jij) SJLpUJI **aJ J
jljS iUcJl ,_/ L*>t oJpLj aJ^s tU>» JUJlj ^Ik^l *-ji ,_,* i_Jl$3l *l>>-^l

• LfM.jk? jl OpIjSJI Jp £JjSU

J—>! ,_5-Up i-JlSJl ,y»j^i Uxp jI tSJpUJl ^ylp rj^-l (^ Uj^j

<-—-

—

jLS^31 j! jj>«il a^» dUi (jliLj .v_***Jl AJycs ,^1 *>-^*«J Out* idljU_j*aj

jL>- 1J^i VJ*^* "^ £ v!*"^ ^b • ^ &~* c^* •& • <^>j&\ U5^J r-liJ Ujllp



MJJl ^j\£ **j>-j» ^ JUiJll
-J

,

^•Iji tji i-ijjiaJl J5 C-*£ ^JJj . £*ij)l II* £. Ca-jt JijLa; i-a-S' *l*a.

(juj cLL; *j*531 r^"J^ • ^ LiL» tjdj i oJlJLw»j i_JlSol t_iJL>- »A k_jjl>*xJl

HOW TO QUERY

J>-bK?Jiljrf» u-^l jl tSjSb J^lJL. fl^ia-l i.^U JL.I4JI ^ ^tj .Sj5iJb

(
\>-X» j\ «*_—>Lil ^y Jjjj iiUl ^^aj dJUS j^i cSjSb ,j>-ta ^ *g*r>" J Loj

. (LfrAs/? jl io^WI oJlfe S**J
<

j^Jj) .,(7'.
'1

Lp - (ji^L^Jl ,_,» UJb-jj - SjJlJb ikUJ.1 jLia-.Nl ia^ J^f •**

U^J vJL lSw>lj djSi N JL5 iiJUP JsJiUl ,J[ &>\ Ui . ^IUUxa! oLJKJl jl

. dillj— c~a£ L» li| pj-wal «Sla! ^yU J-^ d>T jjS^cj . iUj JjN

jJiJl jj^ii Ji Dj^j Lj Ajli t iijLia-il t_.
;

.,.ff't y JaU^JI il)jio Ujupj

. <Xp 4jL>-NI <u£c ^ ^ iJtt aJLj^ JlpIj dJUlj-. 4pL*p Ji^t . p-$i5 -J jt «UP

jlS o^Si L^t j^au ^1 oJlpLaJI jl t l$J o~~J SJ15JI jt jl5i«; ^/Jl ilSLill Oji

»bSt oljLJa-.Nl 5*SU ilJLe^ dilij * iL-Vl c>i ^jstt 4i> fiU



5J_j_>- 4_JL_ijJaj vihilUoI ijl^Sj • v—wibi-l JiL» ,i„wi>.» (>• .yaj l^jj^sj iJL/u

^1 ikv-'Vl ol>L>-N ^£jCj . JjjJs (j^a! iwj-lji .sJUoj 6j5J UJIp t jLilw.^U

jjSCc U5 i^yaill ^j* cJL&jj LAS' tcu*^^! Jis C)j5o d)t ajIjlJI ^ vULjJ c-JlS"

dj*jfa qa pdL*] ijufly-U l)j*^2j ^jjJUI ApUaJl >-JjL£ ^y^y* ^J^J

i~jiusxj j^ij
l5
1p cj|jL»jii«» y\j cjLjj.,^:I1 5>-lx» tjjjpUaJl jl i_ij*-'Vl «/»•

jt j-jj-sxJl i_Jl£o ^ <1>jJU-*j oi^ Ov^r-tr1 ' «iLsJjt ii-Lvi <2jj1' ,y> b>U

a*-L- dt L5 ti** ^ji*^^ by ^^J i_JlSCJli . ^^"yi JUpVI i_JlSC

Lk^- iib» OlS ISJj . J^jJI ^yu & jJu ^ : ojU» OjSi L. SiU dJbS
-^

Jj-UlJl I* i}U* Mast- *f\ {ja (jyjj ,JLp Cjtj i j>«Jl ^ jt *%>)Jl ^ k~j

-,1k; d>t jaj t ^iT jL>- liLUj . (tub Jj^jJJ ik-^ta (J~r*-*j p* o^^
i-jU^VIj X^mjj .iwoj-^aiJl (Chunk) i_jUj£»J i.i^-'SII i—a.^ ^ JjJ^il •**

Jjj ^ ***£jj t dioj-^jj Lto.^* ^kJl jl i«i5Cl lilij i_jj>-t *_i^ oilpj lift





0^3 &*b

GIVING CLEAR INSTRUCTIONS

4pUa)l t~Jjls£ as*-!^ oU^U

PROOFREADER'S MARKS

• **r*J C-^-^ ^^ t?^i ->* lT- 1-^ 1 "-J^tj
•
J^l V^ Jl l£*Ji

ir



SpLUI Vjl^ i^|y J jul^| \ i

HOW TO MAKE THE MARKS

OjUlj) ^>-lji.i *jj^ ^jl* jt 5-J15CJI Sftlj ipUJl Jjj^ (indelible-ink) o_p^

(nonreproducing pen) £L^u-t>U JjU _«* ^l^J t (oj^t ^ j—i*Vl y> _,*s«-^l

iiUAj . ^ukJi Sj^ j^ of** jio i^>.j t ^u»JJ a*ii sji^Ji i^-Ji JL&

jjP jJJ ^ysL^JL oU^adli I^L^Jl J! »IJ>b^I *1£ l-jL-i'VI ^ JbJLiJl

^y-* i_»Sb ij^ <iJL>jJ of .ASt .Uj>c^ JfwJl {y> <ut US' t<lj^«j ^yif^oJX

WHERE THE MARKS GO

^t ^j j l
^s*}\ "S" o^- j&i *i ^^sj i—jAi^jM jsu



"10
*>^ff\j liiUJUj »UapJ

, VJl*dl gfl^ oU!Ap .(1, pJj JjJ^I

^-SJl jS^JL^U ^IJ^Lbi.^Ull l^^aS^J^llSsttl

UJj

4jLi>- ijjj>- C
(
j<&sjT JiIj)

|j_j^ <->Jj>- (ij-»f Jaij )

b^Jl^ JLljI£ ^jj><

JUjIS' Ljijj»- iiiUJ

jS^-T OKI *-ijj>- Jil

^i oisa oU ja;

2

c*refv»l

©AS)

©

the careful /reader

the earofut reader

the careful Teader

the careful Reader

the creful reader
A

the reader

/he careful reader

/he^areful/eader

/HE careful reader

the careful reader

the careful reader

the garaft/frreader

the (carefuftreader

the careful reader

Tftg Careful Reader

the careful reader

{he careful reader

Hie careful reader

the djtyeful reader

the[readerjcareful ]

the cartful-reader

the careful reader

the reader

the careful reader

the careful reader

the careful reader

the careful reader

the careful reader

the careful reader

the careful reader

the careful reader

the careful reader

the careful reader

the careful reader

the careful reader

The Careful Reader

The careful reader

THE CAREFUL READER

THE CAREFUL READER

the careful reader

the careful reader

the careful reader



WJJl yjlji l»^\j, J jLijil 11

•CM) ^JcJj^eb

CJ-JJ| Jt^l ^? HOUl jj^Jl J>-U>!)U)I l^^^jdlSiHl

5j2i JjU 6jJ0 jl^i^l

@ The to what is being read
A

@careful readers

Do you know any careful

readers?\We need one as

soon as possible.

Do you know any careful

readers?a
t>We need one.

The' careful reader pays

close attention to what Is

being read.

two careful readers

Do you know any oareful

readers?

We need one as soon as

possible

Do you know any careful

readers? We need one.

finally, a careful reader finally, a careful reader

o
4)L< iiLoj

i_jUj i]aX> 0\J>\

it^i^ 4JL0U <uU<9|

t>ie auu auii

^UiU UUl vr /
y-

A
J

jUmJI (^j^m* ^JjC^wT ljM a

wJ-Ji i.y* auj f^j

</>

Caesar was not a careful

reader.

Are you a.reader?
A

thecareful reader

The careful reader
n

the careful attentive reader
A

the careful readerthe

thoughtful reader"

the careful reader,

the careful readers guide

y
the careful reader

the careful readeQ

the carefuffeader

the careful reader^

the careful readerA

the careful reader^

the careful reader
A A

Caesar was not a careful

reader.

Are you a careful reader?

the careful reader

The careful reader.

the careful, attentive reader

the careful reader; the

thoughtful reader

the careful reader:

the careful reader's guide

"the oareful reader"

H,0

the careful reader*

the careful* reader

the careful readerf

the careful reader*

the careful reader/

the (careful) reader



IV i»**»lj cU..L».

"
sUa*J

.<n,\)
r

i
->
jjjJLi e ij

Cj
_JtJl JU^Jl yf» 4.5UJI jj^Jl J*tU 1.5UJI Ifci^ pJ ^1 Silll

l)lrf^£jM " AAJj* ^1ylc/3 the careful reader
A A

the (careful) reader

uUoll />-sij
t
_p-£» -3» Cjbdbbj injejaa ei|& the careful reader

Cj*
*a-1— &i» D 3the careful reader the careful reader

US«4/* *»-!—* gjji- SI -.'CD 3the careful reader the careful reader

Jhi^a fc fl.fjt <>.L*i f*l^3 JU 194f$l955
1948-1955

"M" iL> U.^1
M

Reading carefull$iot

something everyone

Reading carefully—no

something everyone

can do. can do.

"hyphen" i*J»S */« Read word for word,

the iElM reader

Read word-lor-word.

lliil - -li StiU** ss the careful reader

CJ, i—»/»!> •Iil»'

II
J» ©> lithe

II careful

dreader

the

careful

reader

JjL-V O^Jl diL/
U the egreful reader the careful reader

J*V ^O-Jl liOj*

n the cjjrelul reader the careful reader

jUJJ >_i^ll viljyS

C J ©
3 J'©

Lthe careful reader the careful reader

CftUJL^UJl db/
the careful reader J the careful reader

trsi jj> CT'J'" the cafeful reader the careful reader

y~! &• 6s^ i(gJM§) jl (jjerj) the careful reader the careful reader

ii-jli i>-L_» Ja-jJ

<@3> Reading carefully is

something not^^>
Reading carefully is

something not every-

everyone can do. one can do

J0Js>- jJo** >X z Reading oarelujlv

is something notgverj

Reading carefully

is something not

person can do. every person can do

^— «Jj£ J © Reading carefullvjs Reading carefully Is

"

not somethlng^vey
k yone can da

not something every

*va>rye«M one can do.

tksi J^J © the carolulfoadcp the careful reader

£_i. jl jj-Sli ^pU» J/> X the carefujreader the careful reader

'^pjSi^' Jij1_^. (y}'\Aov*3>)
The careful read- The careful reader.



*pL_J| ^J£ Zj^Sja J xijll *\A

. UJilx; £j_ol* 4*:>U ^^-Jl ^ i«^p J£) i]Lto _.j£> Ot ^ji-li •

JJjJ-; <!>.>*jij tV~*M £»%«J| eUty ^J t-JjU_Jl
(_5

*>-lJ» ^yuu J^
a^U«jj tdUIl isj* j_^» _JLa _.j& Lo BL»-tj . o^iL* .jaJI

J>.|j ^UJUj

JL_v>-li 4 u-jLu-1 SJjJ 4j
(_?m!>jj V iJl* _T Vj . AP_jJail jj-uJlj «, oUiS3l

j

cjNI_*_j>-I y> jS\ - a-I^U oU^Ap OjJb -\ya_l J^-lJb oLj^-xi! JaU*

4_j j»_i. i! ^^j ^ill jkJl <j^; ___Jl t^l^ll (JU 5>w9jll -H; J*l^

t Out jysJl J>-IOj j^s-,1 L^jJj ^1 liJUb £. J>.| JL3 _.f jj^aJl J^-l Jb <-j->W-Jl

-J-Jlp t^^aJl J>-IJb libLJlAJ j^jjJJ ^ J-i i__5 b$ tlJLjJ • -jJj*-j ^
.Vjl LfcJ;* p-sjfcj

aj- , <i. . . p jj-^o j_i£l ±\La OjS^j UjLpj . t_ay3.il SJUpi _r» j>ja> J_3 t jj^JUU

SJ^P jfl ,**•*>. t_jjb»_J| i_»jj^_j olt^P f^PJ —*^*i ' 4»——/—J I ^Xp i_SjAs—vo

. (-L*» ia—>jMl jjijoL^Jl l)1_"j i»_is_Jl
lJs> i_iv_l! ^«

« s^j—; I——jl t jlg«..il jJ J_>-1_5 iwOj-^—T /^« j_>1 ^y?j JUv—v- if IjJ—tj

^-i (ji-^L^Jl ^c ,_ip] .ji-LfJl jLo _,*_»! _,_« ^-jjU-JI v-«ij-^ oUtAp

oL_4l_j JJLUp J^tj tilsL* itjJio i»!Ap J5 Oh J-^b 4 C*sOJ-'
{
yy^\

jkJL! b>Lc 4jjl_^» Cots^j Ji tiljUJiju d)t _^ _5b . [i^/dl ^ jL_Jl] ot*Jl



1
°

i?wJI_) oUJju tU*p|

6y <___, tty~i j* ijU, ^i jj juij 5^1 ^ tja^i jl.u ^ jadi

.dili

WHAT THE MARKS MEAN

I {&>/> l&e\ .ilj ,^1 i*K)L Jxjxl! ,_^aJl Js^lJj O Sj—SlJlJl aJ>«X~J

iljll oL o lSCll Jj>- SjSli Jt^aj *i/ . oUJLcJl <Jjs«- SjSta f-^ ^(ji-aLjJl ^j

aJJtO^J_j . 0*s1 jLqjC^j -JL_*j J (_jJJl ^^ A_UiJl *L*Jl j^j jjijj L^Xo JaJL>-

SjSb j»^.jl .ipjli j^k«J lk>- ii^j t)l5U i-^ o1^' ls* **J^ C^jJ HL~j>

. (S^SlJj J»Uc^) (fixra^ _jt (Eoj^) jt ^"Q,
r^^gJl ,_£» "^S'lj 'H/*^ J3^ (j*

aUjsjVI #Jp _JajI i (bad rag) tki-l pjJM iw^j-^j ^ ^jyaJl J>-Jli aJjWij

to^SlJU (bad word break) \ia>- 4*kail iJLSJl Ja»-T . Mf • 5»«jw» cJ
1p Jj-iit jJ>

jj>) *_k_2Jl isrj^wJ aaL5JI v_^I j! cSjSli J>-li c^bD (_r-°M t/ ^^tj

*^-lji j_-~_«x»j ijt jj5^ ^1 oL!£H (j^Jl J>-I-Ij SjJIjJI hJj^Jj

[(^r-jdl] W^ 1 ^jA-^. T-1^ 1 ljl* kW ,y \^> ^jj U jiSt J* *li)/l



<*U»Jl ^.jUt otj-l^ J juijj V »

<_-:*-* U>*
{
y>^\ J>-Ji jt ^IdJ^ S\j s^b J^-b Jj^l

<tf ,>5Le t^A-Ji JafcU ijiU jjfc aU5 ^1 Jj». gjjb Ci-it^ .flfi^l

@ jt@ j!@ ^IfJl <> v^lj t^jvaJl J^ji jt £~-Ul [4* ^oiUw.

«-».» . «-J>**x!l l>^^ IfAj h>\* jJ> US I4J? J\ ijizy) (gjjb J>-b)

C&j <_-»« tiiius" .04>.jUlu v^k Ck.i ju-i vim*, (Ov|a
i if^H.

j~£J (S^kJjj-J-I jJwd (j^tSCs*! Oijj Uii* eilil Jlp *U$I ^
jr**»cj ^50j <~ijJ-\ jfScl (sc) t v-ijjJ-i jjtsojj j-^JCcjg) t (capital) «J^U

@ Oj-Vl Judl Ji vJj>l JiJUJ ©<.
«
jUj^lll) aULI £^J| J| oj>l

JaJ ©cJ^cULl -kJl JiJusJ® 1(^^-1^!) <pUJl Ja-Jl J\ o>! JiJuJ

*_$* uLil^Jl jT jjkJl SliUi@ tjL~_Jl 443- ji-lfil j? jjiuJl sliUJL

>-a—^» <j* fUx*^J Q>n^ to_r-2iil itJL; JU-ii. <SL*« eU5)/ ^STin) t
l
jy»-J^

Ua>- ^1 SjUv^AJ <£if> i^otf UUi\ i>«J <tk>4 (do not set) Sjji-l i*US

. (author's alteration) oaJjll o15\jJU; ^jlj SjLSJAJ <5CX>j ' (printer's error) fQ>

4 ^iwsLjJl L^'l^o <~jj*sJ i»t>U dee-lee J .,la>7 j6\ Jl? tiJJ-1 i«!Apj

^jlj^UI ijjsU l^j't (J* tla>- *^: oiUj tSiJu --.j; U ^Uj .^UJ^l
{
j*2j

V| Uijir i»5UJl dULi /.Jui«x«J Vt --^ij . SSJj l^-.j JLp v^jJJ Oil . "e"



V 1 h**£\j oUJUj »U»p|

\jS>- ^ . ijtydl rj+*j f
^ ^^- (j* jf <*j\* <uL~* i_ii>- Lf» JUa2j L«jUp

ji« tijju>i ajjji j ifjn *as3i fjj^i. an ±>j j$\ *~s& 4^1 ^y
A_iJ_j oU-JUJl *~Sj Ui^jir-*UJyi i*^ ^a*«x*J Ujlu* "by-pass" tJS

SJLj»-Ij a—US' n^tj Ot ilJUas t)j5C Lj " by pass " OLx-JL? *>s~^\ ?*.r/i>

4_jl_$i ^J *£ jA\ 5Jb-ljJl iuKil i^^ki jju J-^>jJl AlsijJi pUJJj . "bypass"

J*l£j^ aJVJlU tJiJ-l £o!>U Q *—,<ail <«^P i^Lal Ot <w»>«jj

i oLi50lj vijjsM ^ isLJ.1 ^.viJ i»%Ji bJU />JI>w»jj . ^ "bypass"
(_5

i*il

cilJi^ •^Jji Ji 4j^» t 4jL*j p—^: jj Uj . (ji^LjJI ^j j^dl J>-IAj ^^j

.(m - \iv l/. t/ 4 oLJ5aijoj>i Oii Lo ouuai

/»0^eZ«jj . (fl ?*^aj f ui»j>- -k^J i (ligature) «u«ij i_SjJ-l jl^Su ^1 SjLi^U

UT . ( sejio fcb-lj Sj_^ o!^lij aIp (Jj^) (diphthong) /»Lio)/l ^ Cajf

^1 SjLS^U *d\ J^lJb "A" (caret) fL»J)fl i.^U ^la^u-l t^^j

^LfJl ^ <LULI " A "

f
UJ)fl i.^U foi^ujj . ijilaLl AiU>l ^SJ ii->-

4_Uj_ai iUUJtj i A (comma) S-JL^Ul : SJLJl oU%JJ ilk. JSCid

£j>j) ""jjjJ> Vj . A (subscript) ^^a-Jl iSf*** Ji-t >»jJlj i A (semicolon)



«-UUl >->j\£ i^lyi J JLijll VY

iljll JjL-t dUi 0~ ^ j^Jl JatlJb " V " ijiai ^Ui^l k}U J*~Jj

(apostrophe) 5_J^iJl aJL^UII : aJWI oliUiVl Jj. SjUi^U ,jl«l$3l ^ iiUdl

V/ (linear sign) iJaiU oU!)UJl iy y (quotation marks)
(
j^a,r/a.'..JI oU^U t y

^ J>«~o -^ (asterisk) L^cS\j t i^p (superscript mark) 5JjiJl i»!A*Jl i^ j!

.4iU>l ^ Ot ^ri^ A*-31 J^T
c5* ^-^ C

1^^ 1 ^^ t^ 1 cHa

yi Ci.1 ^j t SJbJU> oUla^l-il " / " (virgule J\ slant) iblil ityJUj

I^JLp ^Jijll t-ij_/i-l yr ; ,^" d~?- t (lowercase) S^JwaJl ^J (capital) Sjj^ll ,>«

iJ^l^l oUMdl a-^jIj c (capital) lj^> &jj»- ^APITAL jt (fAPUAL -j

jj^ N aJLs t^yaJb Awij JslJ\ ^ fcjulS OySjUaio Ui^^ <±>J^*- -^J

«_v» .JjJbdl djjJb- ol^ sJ*i \+*J\ ^ SJb-lj ilsU iWj-1 i-j-^l tUl=uj

2^ Read pages /i7 48

©/© J went ifi°me .
t0 /Town, to (he /Bank, and back ^ome



{
yd\ J^-Ijl. ijLl^l *J> 1,^1 _y> f-y^S aIsU.1 SJpyJl .-i^ 5JU ,Jj

j\ t, (SjSlJb 4]sU_* jS) I ibU iUj-ii
(_r
w»LgJl Za^s- Ul <, i^wldl Lf«i_y» ^

j! J-jJuxtl JLp ^1 J>-lJb o^Ll JJUo t^JLlI
|
^i^l Jai-I Jjuj

aUJ}
(_s

JLp 5JVjlU /»Us*)/I <L*}U _y NJb oi«j>- uy -ulJi^^l ,j5Cfj it_iJU-l

jl LjJM^l iljil t-«j_^-l jl oLJl£)l <_-x£jj . AjJLaU oU-Lu ^ijAjJl JajLl

JL* iJVjJJ ] jt \~_ ,jot)UJl flJ^,l OlSCo^/Lj . tfjrf-Vl j_jkJl £. tSij*P

_jt Lj^-Ju JUa2j L-»JULP iJKJl Jj»l5 {Jj>\ j£ ^JJit Jasi- ~a>j>

VI Lj-i*1 (_A"^ ls*
iUiCJl i^^Sl tt5^tj ioi-T JIJli^.1 iljJ U-Upj . l$ii>-

t 131$; US Ji> ^1 *>-U-l Jiipj . «_iJtA-l i«^U ^1 a>-U- Nj . !_^lJb J»L>J

^1 oVU-l _5Jb-l oJL* . tiJU-l i*}U ^ _p»LjJl ^ J^J ^1 Ia"%^\ Oji

^jJLp JJL7 J\ (jSCc S[ ;oliLJ.l »_^ 'U'jUj ajj>«-^w i_iJbU i«^ l$J j^J N

.ajjUJi,! oUJISCJIj ikJj^ LftJjy till!

JaiL-l (jjSLi L>Ji^.j . SjJlJb iL.Uoa (£S> ^^i (jiwoLfll i»^Ap L*I . Sj-iL> ilslil

i>«*«ii 4j*«xJIjj . SjSIJLj ii»Ufc« Cunderscore> j! (rule) A^JlS" ^L«LjJI ^9 tw-xS
1

! *j

jJ*\) Jd-I iil^ Ji JL.L4JI ^ C*j SjLi)fl dLip ^>a i^j-^Jl J^Ji



**U»Jl ._oW£ he^j* Jxi.}.\ VI

•y» ^\_5 a~wwvm U ids' AaJ\ p+*ji (S'A—Jl p-j*^l ^yii al JaiM a*-jj

boldij_*-Ml .kJl) iLSJJl tJjjJ-U t^aJI JuiJ Jl (j^j-^aJl J>--&j £t**LJl

. SjJlJb SJpLs** (g) ^^i ^^M i«^p L»!j . (face

kail l3a_>- £*» ijjlll ij-Ml JaJL. U&\ Ui^> ^jM\ £>_£. l>£s>j

. JL«UgJl J SjSb J>-tJl» (JrfitaT) <_^S1 *J t L^iim.1 ^J-** "^^ ^Jr1"

^i 4>-U-l Jp ids' jt (j_p-
1
JaJ{ -

Ob**^ US^ ^JJJ &*iJ

. (SjSb J^b ) ©^ ,j!L»^l <*^ L»t (small capital) lj^> i)\~AS ^Jj>-

4_*!>Uj t (capital) Sjs^Jl oj^xi) - 4_ftWl A-SiVl i^^kiM (.Jl^uJj

**&$ L5*»
= «*y^l «Jrtl .UjkU U . (SjJla J^li)® ^ ^t+ll

(g^plSl) JL-.l^Jl o}Uj . ij~&\ aJL5VH oUKJl j! ^ijj~\ JU*1-L; <&-y

^1^% >Jl jt U£ll Jp? L*Jb4 i,^at ui^ >j*tj ^.j
.Lai! sbUdl Jl a^U-I i ZZZI J-*-

1

dL^sJ oL-Lc£ JL.I4JI J jT ^1 J v l^11 ^UjiJil tK-'j

o-Ji Jl ji E jWi Jl Ju cM Jl j* n >* Jl A-31 J 5-KJ1

oUJLc* ^j Q uj-iilfe. 6>*^l J ilxsil aUW 0L»j2*ll
f
a^L-jj . ^]

Q ^] QLi. 1, .toll jl OLf>-ljd! Ob*ji*ll lot . A^cisdJl Ja-j J SaU.1 Ja^

uij*. JSLi J^ j*j ^» SJbOse- 5> u> ^^^ fJicJ i5>.l ^^p dJUj

^j .Sj-Sb J-^lJL. J^WJI J oUJL^ S>L1I oU^Uil ^ -^rsUi L

JLp D >vJii .J-^Jii *-s^ i^ 1 yUfl^ c^l^^ j^j ,d9:-
|^->



t-^Ul lJ>I jyl& asU WjI jt *Pjli a»L~. iljj Jl* Jjb JliLl L^

\—f>-L*j» Jyl^j a»L1 aVIj! j! apjU a»L** iijj J* Jjb |/] j-V^J l~£*j

. N ^^1 ^"tsUl JjJ-l a>-L*.

JaMS\ aLjSo i_J11> Jl* ^f^31
i
y£$\ J>-IJj ijJ c^JJl ^s^s^il Ja^-l Jjbj

.(ijSU, ikU^.) <£runjn>^ JUljJl i.}U U .<jcj^l JwJ j-^

jt Oj^-i-l J „^ a7 ^1 oliLil jt JJ ^j^axll J^ji ,ji—*l$3l J SjJlJb

.4-1*11 ^Sljll ,JLp JJca t,^! J^-IJj *JlS3l

4. £*J?\ t»y& *A**zJi SlSZj . Jul; If j£\ a*—Ij ij^o oUL*« ojl^-j Uiit

L-.T .oUUI j-si Jl* aNJLI AvijUJl LJjji-l j! oUKIl 0* ^1 J
aJLSL. jJill) Jljill J* <^> j <&™> t

_^i SjJlJb aJpLJ.1 AVt-LjJl i*^UJl

Uupj .(\n Jl UV^oU-^l JIp t oUiSCljoj>luyoULil

t A»ji*_ll Silil J Kk>- sjipLx» jl lo>- ijliu oLJKJl j] <-ijji-\ /4**r- OjSo

vilJl {ja Jib . ojSlJj LjJa^-Tj ^lose typ^ j\ ^jpen typ^ aJslaJ A>*jLvaJl JpT <!>ji

5jJb Jstb © ilJjJ-l j^uj . Lj^Uf jjJd jj^Jl J^Iju oUKJl jt oj>l



JpLklt ^jU h^-\y J JLSjll V*l

4».X£lJ.I oUKll «^j>- Jas4 t Lj^ji nLo 6l ^£ jt SJUUo J&Jl SJUp cJl£

y/Sfl jo jT t«
(_s
A U5 L^Pi» ,^juj letit stand y» ,j^i l^JLot stet id£j

oJLjj dJUSj c<3te£> IJLSCa SjSlJb J»l£j Jt-l^l ^ ^SJ^ . aJLp ja U5

. faj^sll ( oUKJl) JUKJl jt (Jj>l) o>l Ji-T

,J>* CpsQ c "Out, See Copy SijLJl ik~Jl *^-lj» iJLaljJl i«^UJl JjUj

*__- =S"I *j i(LjiLjJj cJ»JL« ^1 oilil 4j|Jb iJ^ <i~>-) *£ll S±c~JL Aj,yaail

d)L«J>fcL«j ui»_^-l jji-i* d>V Kj^AJ a>-jI i^t* t see copy ^p S^Jl* (sc) »Ijl>*Xw>I

^ Jai» U Ol^ li[ . "small capital letters" Sj—jJw^ J^l^ >-ijj>- l-JLLJ 1^1

^ Ljib^] iili' a*-L^i ilL&j t oUiS" >tsij jl JaJ* iJi>-lj iU5 5li-i 5>««Jl



VV S^J>\j oU_Lu .Ua*!

. iJL«l* iot)^^ A-^jil

JLSLJiSM oli L^Stf\ ^j*Vlj ojj>JLJ ^jl^uJ ^1 jj*_> iiliAj

o lJj^JL] o
o jk^A\ plj

Z <~ij>M -ji

jJts^Jl «JI» 1 OjxJLi @
Jjiji ^Lij^ s.pL* ^-j jf >j ^Lp-*^ o^a~ ^ ^^ ^j^d ^ "**J

j\j V**j t "asterisk" * &»?dlj c "dagge" t^Jl >>j J^>
*JU-)fl oU^U

io^Uj t (bullet) • o^Jwail iu-^all SjSIjJIj (ampersand) & LjJ^b t-ilajJl

. JLIS" oUJboil i_-^l . (equal sign) = i£_?l~i

ti\ (j-S^c oU^UJl oJLa aIjl^i^I d^ tSJjJ*- i^ljJi oL»!)(* fr*^ ^

L-i dke i^-Ju J* 4jT US' t oLj-^Jl a^-IJ ,y Xs- y.Ml J»^>-l ^Jl <£:>£

4>«-jJl «tUa^-T v_-jj-^sj ^jS i_jjU«dl /^Hy CjU*5^ (^,V) *Sj



*pLk!l VJL£ i^\j* J xij.\ VA

COPY EDITOR'S MARKS

Lot c^iJl jj>z* oU^Uj c-jjUdl *?r\Jt> cjU^U jju j~£ 4jLiJ ilL*

j-jSS
1

tiUL^jj . lg_jLi Lfr.«,aJ j*J& ls^J>\j 4>*ij*0 i«^p J5j t
l
j^Jl J^^

L^ajL>«I»»J LyJI AijiaJI —
Jjh.uil (ju SJ>-lj 43wJj C«»Ar? SjLa »-» t g

r * , LaljlX) /jj»

^ jS"ij ijj*-^» j^ ^ liij^i t ipUkll i-jjl^ ^frly> oU>Uj ajIja ^jU' c*o

. oUJUxJl ASj^J. ^ji^Ull ^j, J^k ij^Jl APj*- iiU-J, ^ Ja**i$
l
yj^\

*\j>-l J-i c.n,.Jgj SL*_s L^.li-1 ^j, cJl>oT JLl Silil cJlS IS} U <JU- ^j

. «£J-I» Al.jJ-1 ii«--Jl Jili* vj^ 1

^fr'j-"



.142111 y*>j»U 4JU*Vl a^JI .(n , Y ) ^Sj JjJJrl

Proofreading for Perfect Copy

Proofreading is a step-by-step procedure which must be
followed carefully.

First you will compare the original (dead) copy against

the newly typed or typeset (live) copy. You will either

comparison read alone, with a copyholder, or with the aid of

a tape recorder. After comparison reading, read the live

copy again as many times as is necessary to find and
correct all the errors. When there is no dead copy to

compare the live copy against, you will read the live copy
alone. This procedure is called noncomparison reading.

A proofreader is not only responsible for typographical
and spelling errors, copy omissions, and format, but often

for style, word usage, grammar, and punctuation as well.

Some of these duties may require more editorial or

academic training than some proofreaders may have, but
you should give as much back-up support as you are
qualified, and allowed, to do.

Read slowly. Read carefully. Research before you
query. And remember, all corrections you make, or changes
you suggest, must be approved by the writer or editor

before they are typed.

The proofreader has additional duties if the copy is

then typeset. The reader's proof, as this typeset copy is

called, should be read for typographical errors and
deviations from the original (dead) copy. These proofs are
also read by the writer and the editor. Make sure that their

changes—and your corrections—are combined on one proof
before it is sent to the typesetter for revisions. When
revisions are made, read the revised proof as thoroughly as
you read the first proof. New errors can occur as the old
ones are corrected, so keep your eyes open!



ii*Lk)l ^>M ***r\j» ,j AJijll

JC UProofreading for Perfect CopyC
"/ * Proofreading is a stepAbyAstep procedure

which must be followed carefully.

SJ |
*M D First yot^compare the original (dead) copy

against the newly typed or typeset (live)

copyAYou will either comparison read alone,

with a copyholder, or with the aid of a tape

recorder. After comparison reading, read the^ live copy again as many -many- times as is

^ necessary to find and correct all the errors.

& When there is no djftead copy to compare
the live copy against, you will read the live

hoi*. copy alone. This procedure is called *—

^

noncomparison reading.

(gtev) A proofreader is ftot.pnjy responsible

for typographical and spelling errors, copy
omissions and format, but often for style,

word usage, grammar, and punctuation as

well. Some of these duties may require

(3) j(§) more ^Editorial or /cademic /raining than

some proofreaders may have, but you
should give as much back-up support as

you are qualified, and allowed, to do.

(5£) \Read carefully.fRead slowly^ Research

3 before you query.}

r«*» >»» **And remember, all corrections you

make, or changes you suggest, must be
approved by the writer or editor before they

9f are typed.^The proofreader has additional

duties if the copy is then typeset. The
C"/ A> reader^ proofAas this typeset copy is called,



A\ h>x^\j cUJLkJ u-lltpl

•(i.^^jjjjgLigU

should be read for typographical errors and
deviations from the original (dead) copy.

These proofs are also read by the writer and

the editor. Make sure that there- changes©
and your corrections@are combined on one

proof before it is sent to the typesetter for

revisions. When revisions are made, read

the revised proof as thoroughly as you read

the first proof. New errors can occur as old

ones are corrected, so keep your eyes/op-')

k





^aJ) gjd)

J-dl rill

WORKING WITH TYPE

. 5j*.T o^LJw Lfla J2»cJI t)T US' . lU^UJ.1 jt

Ok I. - -ks^ ji^ ISij _ iijlJdl IfWbjlj oj>l JlOt *Ap £j\_rij

j&\- JlOVlJ^j.fjj JU,bj
i
^4*slaJldlUS' *Yo, • • -j Y- , • •

•

dif^i V <Uuj i>-T ta_«j <Jji-\ JlSLit oU-wJi fUs*Ml <wWl.j

it ujU ^-Ijlli JS JLpj . A-^il <£lSC ^3 ^ c &j>Aa y^> ,Js-j <-f+A $

aN itjJlj cojj-J-i Jis^aT ok ^t^Vi *>-jL JJMI Jip ijji Jj> dj&

ApUflil l*ijj>- imAy.'/tf

TYPE CLASSIFICATION

lilt - i_*Jjxll iJlft
i^^*—

1 US' - apLWI iJjy t-a-i^j Ot "V} . IfJ c*jIj «^y

AT



«*LkJl ^>JJ. iw-l^ J JuljLl A i

Jt»^>-I {jt Jjjj IjwUa. JiClj iibU.1 oU*~Sx)l olft ^ JbJuJl Jl <^jJ-\

i6lsl. j\ isaj^p) .j,>i jisCat Jpii^uV iiij obs Ji oj>i jisLst

. (serifs) (J^^JU SJ^kll JlSijjJlj 4 L^sU^j iJj>JJ «jj£ll .WjkJ-l dLwj

(Roman ^Uj^l jt) Serif JSlj^JI ji J^J-I

JL-jS^Jl Ja^Jai-l iilfj ^y S*Ubo OjJw JajJasi- Jo\j^\j) JJljj oli t-5jj>-

. IfalxJj vJjJ-l i»jk>- i*L»— tJJU ^ c_ih*Jj c (^Us^Jl tijsJJ &j£ll

,^-fcj tiJUj^Jl ,jijiJl (Jj_/>- aajj?- <ui: .Old style a-^JLaII i_j^JL»Vl

SjjSG.1 JpjJasS-l «ls£ (serifs) iij^' LfcJSljj ^J^tXj t A?-jXi»j S^JU*w»j 1 <U<aj »p

ITC Garamond, Gaslon 540,

Goudy Old Style

ipjJUiil <~»jL-Vl y ^-L/Vi ,_,» iijjs-j .Transitional ^IkJ^I iasM

jJlj ii^kJl jjljjJli . ijjj-l tJjjJ-l JIOT ^>«J ujjUxJI ^ tyoS ^JLi L4JT V}

Baskerville II, Times Roman,

Century Schoolbook

U* i£J&A\ if>-jJl y VUsSl jiSl aJ «-»jj^-l j-Vj • Modern vi-jJli-l Jait-f



A ipUJl J,_^ Jl&lt £• J-Udl

sjl» jiS"! jjui <2JjJIj *X*Jl l|ilijC L.t 4 JLfaiVi Jai-ij ^oaJi *-»jLAJl <>

. iJiif j) <L*ilj L»[ jJfcj t am .,'.jj i £*Jc*»*o i^j^sJJ ijijJaJI JSIj^jIj . 1^,+^saj ^

Bodoni, ITC Modern

Modern Serif Jtflj_)Jl ji <—jO^-I JaaM

. U^-p ,\p iLiUw» 5-ijiaJl >A5ljjJl oli k-ijjsU JISC^T ,j/8jw >-ft>>va> ,y^i

i_Jj_SLil J»jkU| ^ SJb-j* ^L-Vl ^ "Uj^r-j .Square
f-j^.1

i-i^l

Clarendon, Lubalin Graph,

Stymie

i a_JUjjJ| i-ijj^ciJ jUx-J.1 J5wJl *-4-fejj y>j . Round jjJIS**1I JaiLl

. *jl~Sj IjiSX^tA \^y*JJ iijiaJl JjIjJJI j^j

Souvenir, Windsor

c(sans serif) JtfljJ "% i--L-t ajLna; «Uj_/>- j-^j • Inscribed j^i*J.I JasM

. ii^9 "^'jJ ^JfJi i^~Ji <S^ j"^

Serif Gothic, ITC Korinna,

ITC Friz Quadrata

Sans Serif Jtfljj^ Ja#-

^ Lfl SJjSCLl Jsjki-I <ju i-jLdis OjUj iiliftj (Ijjt -AjIjj ^ l-*J>>' *

. iJijAi] SJbxdl oLN^Jt ,_ji (Gothic) ijtjiJl UsjI ^^o—Jj . *sU*Jlj iiU-Jl



IpLkJl ^jJJ. *j**-\y. ,J JUSjll A*l

Futura II, Triumvirate,

Avant Garde Gothic

Script ^jJlJI iaiU

. jJl JaisJ ijl^ll JjUJ A.0-Q-V3-Q i**»jk *^'jJ ^i ^Jj*"
-

Ornamental ^Jj^-fl Ja«U

Broadway
DAVIDA

Black Letter dj-Ml ui^J-l

<_s
»)i (Gothic) (jJsjill jt t (Old English) j^JLiJl iSj^)fl Ot>t

t^—£j

uijj s*- tjuj lf~> iaiiL-l
(_5
*

J
i> Vj ) "text letters" ,jad\ ^ijj>- jT '(^Jjj^

. £m.UI JLj S]»jkkll LJjji-l ^ ^jj"- *jL^5j • ("text type" ^j-^aJl t_is*

. ilia 4*i^-j Cj|j-*-i olij ia£**— IjljjJlj "*~-"v^
-i»_>ia>-lj

(BID lEttglffift, ?2C Zap/ Chancery

TYPE CATEGORIES

jcuU jcai ^ ipLkJl Jj/- JLSLst »^ i *A*& vJI-uV i ^*il j*

Display Type CjU^)/I *-ijj*-

Ljo LgjV i4\w«L» XL** oJLaj tiJ^Uj ol#>-lj i-ijji-l Jl£Lil
^
Ia» «j



AV iMJaJl jijj*. JlsLit g J.UJI

L-oS 4 oLxi^/i As^-y ,_£$* * Lj*f»«j iJlJi>-j jt *-fr\y ill*- jly
| ,JLp ^L/Vl ^

rj^jSj - k-iyt ^UaJl '-A?./*- ti»U;-*Sj *?*> ^ by&)l\ jt ,j^j*il ijjjs-

J»j_Ja_*-|j 14—$»; jV 4Wji.mI1 <Q .
j
2l«l l JajiaJM (ju U i_jjj>-l sJLfe oLwhOJ

j^j-i ,jrfl—i* afi ^y aJ>«z«J ,_}^*Jl *-9jjs>- dl» '^iji* ol^xAJ Se-lyili ^ *>Hy

Js- J*s£i ^Jl oC}U)M ,y SLS* JU-I y U5 t v^Jll JsL-jilj <jijWl

STENCIL, Windsor, Americana,

Univers, ITC Bauhaus,

ITC Benguiat,

DTDS Seas ©GoGOBmca, Stymie

Text Type ^^aJI Ojj>-

^ tiVl Oi-; ^r" -*"* Js^ iJlp iSj- <-rJ^ 1

cj* l^ ^J <£/ *^ u^
Out L^JLp Jliajj) (text faces) ^1 ^jy-

(_5
*£SJ .ij\j&\ t-ijjsU JlSCi!

C~*j*~0 JL2i .iJUjjJl 5iiJl ^J\ ^-L/Vl ^ ("book faces" <w^l yu ^jy>-

oUj^jc* JSCi ^ «JjjJ-l JuJ "serifs" UoSljjj tLjij^ -K^j cl^Il&iT

^Ji ;£kU ^^jUJlj tijiiJl ^ULlj co'^Uil o\li-j iv^l ^Jpt J



iptkll k-JjUi he~\j» <y XiJ.\ AA

English Times

ITC Century

TYPE NAMES

j_JU>«j
l
j&\ olS'j-iJl L^Lcj iUjAs»fc» tij^il-l JtSCjiT *L-*t *Js> iij&>-

a
$

;LL» i_»jj9- JlSwiT rt.^/aXi /»jSj U fcJlp t ijj^>JLS iJUot NLSwl dikr

A_jUj>cj A^Ul t-9jji-l JlSCit *Z*£j . [£%*j<i L^CJlSxI (i&Ua/i C~»J Ig^Jj)

. i_iJLik» pU—L iJjju LgJt US' i X-JS L^c- *~ik?«j L$jt Vl t Sj-^iJl <_ijjJ4

.dj_xiS bJULa. ^JJl jl^Vl aa—Ij JlOVl Jb-t (Helvetica) ISoil^Jl ij^s-i

Triumvirate

Helvetica

t
yuUS ipUkll <~>JJ- {f^S* ^ • U~rf tJ^&>-^l l*-jl L>Ls-Ml t-JU- (_/ Ojiyu

i_iko ti^Jj . aj^p tf- oj^l ^ }L£J; jjT U Si^jw (^ fyaUi OjSCp 0t

«.4_pLk)l L^jUi i*^ JL>c_* ^j J^J «juo U tl^-iS" uULJi oj>«Dl y»Nl



A^ SpLlaJl Jjjj- JlSLit g J.UJI

JL>«_« ^ 3JL.UJI Aj^il oUisdl v_Jl>- ^ ^!^^ {j^ J$\ "-^IS Jjji»

JlSCit ^^ <»i^*dl ^ *^JljLf» i_jjUtJl
(jS
*>-ly' *Jajw v^^^l JJia . ipLkJl

lJs- ij^jdl oL-L-t JUlj . is«li.l rt-4*jJ*i jt (*-ji** ,^j ^Js- ~j>j ojjJ-l

i4_pUaJl Oj^-L (j^aljj.1 i^JULJjb dJLUi ti^owaJl j-»VIj
|_r
>J ipUaJl ±ijj>-

Ji JlSCil ja I^LLSj Lc L^jw J-Lcj" L> r^tf jJI uijjJ-l Jl£it iijllc tJblj

t uijjjL-l dlij
<
joft+a>- jjLc iJjjCj b> jUj*-j 1 dL ,_y»liM (-SjjJ-l JlSLit JJi

. SJbJbUl t5j>-Vl Jl5LiVl tyvu ** J*Ud! IOjcu^ 4*. ^a3 ^JLil jJ-I
,J|

roENTIFYING TYPE

t-ijJ-l {y Ji>«iU 'V*'^' dsr*^ ^ - ^J^ "Lk^-'j - ^j??~ o^ (^ ^

The Letters Oj^l

jJwaJl "g" i-ij-^j t-UU . p-JlJJ Ji^kJl ^ SJb- JL& J£ tJjjsU AJjli.

. fjJ: i^o^Jl 4-JU14JI i-ijji-l jiSt j^ Jb-lj <Uy!»_jj (lowercase)

(j^alidl
(
jSCc (JjjJ-l JLCS! j-j-d (SJL^i %):> g ^^1 <-»^-l il^Lj

<-^J^ : 0* "S" tjr^*^ 1 ^y- 1 j^** Oj&j . AiSljil ol^jil ,y jJS j*

t-»j_>JJ SJ^jJl ^M'.? 'Ooop) ti^J-l JjL*.! Sbi jt ilU-j 1 (bowl) ti^-l

.(link) oLill jl «LL|j i_a.j>c)I Oy I- iUeljJlj t(fmial)

<^iA .. .

shall jt ttli-l

iUlj £>.



SpLUJI ujj j£ ixsr\jA ^ XiJLl V

.aj>l JlCil^» .(V, tt ^Ij JjJbLl

J*Usdl iJjj»- plji 1

JSbjt JSIjj ^.

N N

L M R
^ jjJLLh** -y*»v.

H F G
<-Jj>l ^1

Jj-\> fly _iyi N
J^U

a EC.P -S



^ ^ MJJl .Jjj^ Jl£ii £. J^Ldl

Palaclo

abcdefghijklmnopqrstuvwxyz g

ITC Korinna

abcdefghijklmnopqrstuvwxyz g

Qaramond

abcdefghijklmnopqrstuvwxyz g

Artcraft

abcdefghijklmnopqrstuvwxyz g,

Qoudy Old Style

abcdefghijklmnopqrstuvwxyz g

Oy dJS . Vh£)l J ^>-t ^sjs- Uvi. £. J*UJ| J^,|j nJjjJ-l JlSLiT JJi

(lowercase) Sj^oJl ojj-J-l J| Bl^L A,H,F,E,T, Ji« (capitals) 5^1 ^jj~\

j] aJIp iJj^J-l wiiU (crossbars) ivi^aJJ .U^y-I dj£ Ol ^j .f, e, t, Jl»

ITC Century

T,E, F, H,A t, e,f
ITC Bengulat

T, E, F, H, A te,f



**>U*Jl .-jjlii Usflj* ,J JLijll ^Y

^ iJjipLj i!)I Cajt O.N.L Sj-^il <-JjjxJLJ <uj&l i»jJtti-l tiJU-J ^£$j

CQ Bodonl CG Century Schoolbook

o

CG Century Schoolbook Stymie

N N

Caslon 540 Stymie

Stymie CG Bodonl Artcraft

o o o

Clarendon Baskervllle

R,P R, P

Sans Serif JlSljj !^j i Serif JJljj ji

UJbsJil s^l L^U^b UUjjj IfJlSCil (l*U jt) Jfljj ij>-j >jj



^ wjji ^jy jaa g j-usii

Baskerville II (serlO

abcdefghijklmnopqrstuvwxyz

ABCDEFGHIJKLMNOPQRSTUVWXYZ
1234567890.,;: "&!?$

Bodonl (serif)

abcdefghijklmnopqrstuvwxyz

ABCDEFGHUKLMNOPQRSTUVWXYZ
1234567890.,;:

n&!?$

Triumvirate (sans serif)

abcdefghijklmnopqrstuvwxyz

ABCDEFGHIJKLMNOPQRSTUVWXYZ
1234567890.,;:"&!?$

Futura II (sans serif)

abcdefghijklmnopqrstuvwxyz

ABCDEFGHIJKLMNOPQRSTUVWXYZ
1234567890.,;:"&l?$

^j^-' J *fl>W J-V ^l JfljjJli .s^Jw, cij^ ^ 1*>L, a UljPjjji

pW ^»>| SjjUu J* Mj ^^l .piUl^ XJU UjUJ| jt LjLjuu

• ^J> ( J^ (/ *~Z OjjJlj <~£ ^L .j^, {#» ojjj o^
Stymie

7 y y y y y



**UtJl yjljt t^-Sy, J juSJLI 'K t

ilL-i ^jJi! !>\j J)jSo (sans serifs) JtfljjJl ^ Sa^^il iJjji-l *>-j! i!>t **

c (Helvetica) LSL»iLL\ll ij^ iCjIoL^x^I
(
_^o*j i5L*j . os-I^aII ^y i*«^L»

(J—
*l53l 4JL-hlj i^^l «Js»Lo Of ^ tii> ^jJ ^ 4J& 1 J«- J^

^Ul ^yaill Jas-M) . JlSljjJl ^i ,^1 ti^ o*lyt)l J^ cJ^Ll !Jut> 0%«>«j

. (ijLo^Jl ISvJuSIa cjjjfltj 13jjLs<X<

While sans serif faces are unquestionably more legible than
serif faces, they are not necessarily more readable. There are
exceptions. Helvetica, as just one example, Is sans serif. Its

classic simplicity and perfect symmetry make this typeface
as easy to read as a text (serif) face.

J\ UJbJi J\ lUjJwau jf <-ijjJ-l jjjSo &JlJ-1 JUva^ll *j&?i u^-J

^ijj OS aJT U5 t blj-. ji^I j! ialiS" ^JSt Ul*>- ^l ^ijj Of UJL. JLC j] k-ijj^-l

JjIjjJI ^ t Jlill J~~. jJLp iJLA-l ja US' itJjsM «»iljp- jj^u SjlJii-l ^1

. (Joj».^» I. *L»yt t jjtyxa t^j^o) J-sAlXJI ^ 4*«M iSj^kJl ^^IP

magnified, reduced,

expanded, condensed

The x-Height «x> O^-l g-lfcj!

."x" fLUjI i-.lji nJjjJ-l ,^« Ja>^I <_y»
SAcU-l t^^'S'l J-«ij*Ji ,>*

fjj^>-]j oJLp-U* pl_)i»-T 4j I4U j~£j t"x" pLiJjl l$J S_^JwaJl "-Jjj^-I fs*-
5!**

Ja*-j <aJa.d jJLp^I jJ-Ij t (ascender) i-i^M JLpUo ^bil ^ij^Jl Cx&j



^ ° 4*UaJl ^jj^. JISLJI £. J*UsJl

c (x-height ) Oj_jU p-^*- y> Ja^.j'Vl t-ybA fAiuj\j i(x-line) iJ^-J-l ^>r
.(descender) ui^J-l Jajl* *i t (baseline) <JjJ-l *~Jt- ^JLpLaJI JaiUj

X fUSJtf» dxp r.ary

U j* (descender) J^lgJlj ."x" gift/ill Jj* jW ifM j^uj6\ ^ (ascender)

. "x" <-*J-\ ^^ fAJSj\ cu£ *JL

0*1^ 1*1 j^ b d f h i k 1 t

Jui x oULiji i^i vjjj*. a c e m n o r

S U V W X z

J^Ija g oj^ g p q y j

jl Sjjvai {)j& 01 j^SU-i J*lj^lj JlPl^l U . SjjjS" jt SjJuvs. OjSo tit "x"

dxp dxp

dxp



**u»ji <jjj. h^.\j» j juijii ^*\

J-S oIpUp^I Ap^>- jUjb: tLL^ go . ^yujj U5 f^> Uty; -J ISJ i^U^j

•-•jJ-l t^* «J>Jl y» Ca-jt Jajlj4Jlj Ju»lj*aJl JLpLJj . JLUl >. j^'Jl ^

Triumvirate

lj HK\r\or\r\isnniMUDuurx
CAD
ppnnirDCAniMnr vwjkjrncrvLy 1 1 >iva
Century Schoolbook

1—1 <-% -fcl^ *-J Ir*. ^"X ^V I »- + ^V ^/»

JLXtlllUUUUiV. 1UI

Rhythm £l^)Jl

v^~w»t UJLSo i-U**j tpllil l_*ijf J-uxj L)t ^UaJl "JjJ-l p-*^! (jSCc



<W **UJl Jjjs- JISLM ,« J*Udl

ITC Garamond, Caslon 540,

Lubalin Graph, Microstyle,

Benguiat Gothic

DEFINITIONS OFTHE ELEMENTS

J£i jJLp uvpj>- <y ijSlI J-^aill jt J-^I^Jt ^ Apex t-iji-l £«i

."A" ti/>- ^jS US' li_JjJULa

. f,^ N ^1 ijtfXj o/M fJiif Xp TjlJ ^1 SjjvaiSl Skj-iJl ! Arm OjJ-l Hp

(tl,k,,h,f,d,b Jl«) S^JwaJl <-»jjJ-i ,>• jsLl tilii : Ascender o^J-l JLpU»

.ittLil Jjji-I (ja \j»jJ-j ie,t,H,A, <JjJ-\ ,J S*a*Vl ik^Jl :Bar ^V^ll

. jji.1 gly J*l£C Ja^ ^1 iJ>J.I StjjJl :Bowl OjJ-I <-iij^

. wijJ-l J*-b &>> jt US' iUll £l>Jl : Counter o^J-l Ji-b £ly

t tJ^J-l pSs>- *-« JuIjCj ^Jl ajJsUJI ilsjJJl : Crossbar ^^jPjG+ha Ja>-» *I»IS

. f,t y» U5

Jstsi- Ji-I JUx ^JLlI gj,p,q,y tijj^-l ,>• *jJM ^^ : Descender o^J-l JojU

. ljjsi-1 5JU>U

^yo-oj .
"g" oy i*i j» JsUl ojJLyaJl ikyJl : Finial o^^JD &J-j iL$J

.aj'JLpUj "g" Jl d>j>- *+i Ox la^ j£\ "^>j^\ :Link JW^I

. TjJW\ «J>I <y JUJI pjJLi : Loop •J/.l Ji—T SLS j] &!>



JULkll ^>jU iurlj* J xi_^l ^A

• ^J t/* ' «wij»JLl ci)L*-Jl fJbLl : Main stem ^UiMl fJ^I

^j 5 q iil
t
y) tJjJ-l DjSi ^1 aJsi^I «-« JubCo Jasi-: Serif OjJ-1 &lia

.<£iali

. 8 jt S ^"^Jl Jji-I ^ ^jJl jwll JaiLl : Spine (sy^Jl) kJjJA IA»*

j& J ISJ, ijjdll i«JjJl itj-iJl jf) v-lj aa*£u~o ^tjji ^t : Stem £JUU

. ^L^dl lajJil\ fJJ&-\ i±L-« Sabj : Stress j-S'jSJl

. .JjJ-l jjjj^ "^ i>* ^ ur*^" J^ t*^1— ^ ^ : Stroke *lSU.I Skj-iil

. JSljjJl ^Jb-J jt V^ 1 ^iU^ 1 i$-M J^ J^ ^/j y>- :
Swash SyJI

•Q i> J*-* Jl H*^' SjM/tftll itj-iJl :Tail JjJJI

aJ>- j! -uij^ sasl>. cjPi ^ ^-^ <_s* VM 1 ^j-iJlllferminal £i^> &I4*

.V tijs*- ,yU5iv JSLi ,JIp uipisr ^ ij^ll JwaiLt : Vertex 4*2)1

\\j JLeljvail OjJb tajJwaJl tij>-Nl gtfijl :x- Height "x
1 O^U ^liljl



o^Jd*8-)

a \J=J\azl

UNDERSTANDING THE

PRINTER'S LANGUAGE

i(type specs) t-ji^aJl ojIL^Ij^o
i
y^jj —

l
y>j^a^\ ^J^m *4>-j\\ ylj jM i_-sS3

^Ij^M j^ ^j . Y^r iia*^ l^53j V& iiL - (markup) ipUaU il^p)/l jt

oLLju JaJjj ^y. J5 ,Jlp 0«^! ' **Liall <-r0^ Vi^*^ ^^^U Oli t^t*

Oi-O (^JJl ci_Jjl^Jl fjHj* p t
'Aj tJ^-J tL^Sj** SfcUaJlj <-9jjsU w_iv»

. V /.t cowl JS oljbdl oJtf lil U jyj Of <dp

: ^jvaJl J^i >Ij2 bt £-*£ oUjUl ,y 4-—L-! olJfc- c%* *1Laj

. (type font) .kJl f^J *

.(margins) (jl^lj^ij t (line length) ^Ja-Jl J^j t (copy depth) 5>«AMaJl J** •

. (leading) iL^UJl JSll^l •

: Jt« <Jw» fejb ^Js- oLi^>ljil oJlfc t__^Si U oiUj

[xU] ^o/M bfltalOjiUl

jjMjfj {(i^jzdt JSLui ajjuI) CtjSLJI *Ltic JM&ai t-*LPt' 3^*^ **** '-*** ("

^Lajj^ljM^J jaIj iaii&11&L*! tLlj J I) 4a.lj iaii (JxujVtj iJjjlJJ

JUibUtj <jLwjJI «L^.U u^UUaM^jAlpJIt ZiXjUIj^j <(tLu ) ^Kll

<U



JpLkll v_.jl*i ix>-\jA J JLiJil ^ »

TYPE FONT

*b-jll JSwJl oli n-ijjJ-l ja £UlS3l ipj^sjJ.1 y> JaJl j\ ^JA f-y

J—*-Sj US' tejji-^aJlj 5^jjS\J| <-ijjJ-l £?**- APj^Jjeil /»-s<ajJ .JLp-jil (»j»ti-lj

.^>Ml C*ULl ^ij>lj iWjLI ^>lj oUpVIj ipijJl oU^p Out

J-Ja ^ ijlj y> \s ojli tAAvs j»j III t»
r
w.Lll la_J-l

f_j!
it ,y 05t^ ^SCIj

. Aj^Lkll iJjjJ-l JlSCit

Face uijj-l (JCi) *>-j

J-^J.1 jt-^VU ^yjj-^aJl J^-Ji oJjJ^ »Xij . ^UaJl t_s^J-l ^.o-saj jjh

OjlUlj (j-JjUlj] "L-J^Ul ^ iS*J*J l^iiA Ui»>^-I ^Swi t*-kJl (3jS>- ^
. A^JLJl (3jA>- ^"Uxj *1*3 ^jdl ^U-*iMl iiiut ^ [ijjyJl jjj

Style t-jjJL-Vl

JSj n_»jJ-l j£-i j»c t^JJl v-j^LuMl ys 4*+j>jj i*j>j&j \Jji~\ 4»\2S l)J

iJ^pJJ ^£J i\ . iJj£-\ ±>j}a>- dlw (5Jl ISij UJjJ^ ~j : Weight fcliSOl

(j^Lo'Vlj i (extra light) fa_sf jj^-jjVI :Uv» tiibk* olilSSC ^t bt Jb-ljl!

ij—^/Vl i_i_^ajj c c (medium) Jal»_j_sJilj t(book) t_jl_i_S\Jl .kuj t (light)

(extra 111*- i^/Sllj t(bold) ij_*»\flj t (semibold) ij—w/SM 4~-ij t (demibold)

Ot dL»_.,Jl ^-jij A^i^jjl *Lw>bU (j5^Sj .(ultra bold) jj-»Vl Jjij tbold)

LS
i-i[ il ttiULJi ja ijpLJaJl tjj^i-l JLSLii t-jbS'j . ^>-T ^J[

i~ijs>- ,j-» i_«Jb>Bj

.t-jbSCJl ^ SijIjJl iiliSOl lili (jJoLai jt Uis*> -»J ^yJl i>«*«Jl] SiJL>»ll oliSOJ

la '. .1 i„tf./?ll /^c <Uls n. ai.fgll oIjL^Ij/i ,j-ws> AaliSCJl ijjj f^ aJU- ^j
. ^liS^I Ja-jl. JaJl jt vb£Jl



Triumvirate Light

Type set in lightfacs often fades into the background, making

reading difficult

Triumvirate Medium

Type set in medium face weight is easier to read. Especially

with small type, medium weight is more distinct than light or

bold weights.

Triumvirate Bold

Boldface type is difficult to read. The density eliminates
some of the white space inside and around the letters.

jX> ljjIj bl *s*3- gjt ^> t_9j*JU ,^£<4* i l^iliS" tijjJ-l JlSLiT £z*£rj

SiJSj . L^u* AiliS" t|t j\ aJ jt ijJ\ tJj5o bt ^s jJ>*al\ cijJ-li i iatiS'

.j-jSCIl ^UaJl o>l C&j!

. o^~ J^S <uk~ jt aJUu^o (JJJI JUMl jJ-l jlJUu j* : Width ,j>yJI

l-^I^JI Js& jT (.(fat) IL*— J\ .(extended) It&jfjt c(thin) l&jb jl i (condensed)

Is^j* jt t (elongated) !Ajj1» 12^>*J jt i (extracondensed) SiliSCJl ^U jt c(book)

^ JU-I jj» USj . (wide) Uajjp jT t (compressed) ll»_jjwai jl c (expanded)

jj—* *e_H^tj j* Ui'j . *«?,.£. ll ijUj^Ul i^ijji~[j (JUl jk»Jl t_ayf> *j

. bbJb-1 <la>-5U aJLp (U—j Jli 4j15 t(jyO*J ^i Lfr.A*-; "~*Jj^"' JsLst^aJl

This typeface is condensed. As (lie letters are squcesed together, a single letter could easily be

overlooked

i.-.*.yaj i| . Ii_p- ti^p- iJl»il Jai-L i_SjA*all
<_ff

ILxIl jla.Jl Z*^-\jA *—*>»j

This expanded typeface should be proofread letter

by letter. It is as difficult to read as large headline

type



IpUJI VJUt i^j. j xjjli \ • Y

t^L ijj t)I («-5*«*- t^tj JaxJU (jSCcj . A**j& <-Jjj£-\ JLSClt ^ JO Ji3j

JL>-tj U k-JL3j t L5
_pUail uijJ-l J~» isrji jA .Posture Oj^-I «-^j

V SJby J^ ^W\P (script) JuJl Sa>-j c (display) oli^P^l JU?^ k-»jj>- JlSCiT

•• ^ ^ *

. (^_ALki! JsULI) jLJl Jl vJj>l iJUl v__U-l ik^-ljj ^A^aU ^j . (JjU.1

jtvijil IJJ" (ju JaLiJ Nj •
(
_pL'>J^I £*^J^ o^' ^Jj^" (t-5^1 t**J^ ts*-™i^

oUs^ljx jVws (posture) o^sl-l jw»j t^Lp ^yiS *if Uip-j . SJUj^l <-ijjJ-l k&j

/fa//c typefaces are hardier to read than roman faces. J*™ -"V'

BacK s\anl XvP^aces are a\so harder to read tt\ar\ roman <-M^U JsUl Ja^Jl

feces.

i^j&Ji ^UaJl i_»jJ-l SaliSCJ iJufijS (regular) ^Ip i*K oJL«~m» I JJJj

Cols' LLj . Jl>- JOut ^J[ (^ilp _^aX J^ <_sJLII <~ a ,/t] \ l_j^JL«!
f
_^e- dyfij>cj

^ isjJl jLi t jpxJ ^y. jiSl (JLp iolp jl iijJU jJlj Ji iu^LJaJl i-ijjJ-l JISwpI

^ ^JJI JjJ-I J5^J jjiru VJU JxiJU iiU^ jJU ii^il j*^>

^-UjJI ^jUdl i*sr\J*j ._A-*aJlj Oj^^j ^>iJl dkljt^ jj^o -O^s t-u^.



Size *j»J-I

^ . I^j^j J_»Vl JL_*J1 ^ ui>l J£JL) AiJUJl £_^U-I cJtf U,

<jj_J-l ZjGu> i!)t ^ <w«*Jl ja IJLaj . jU/Sfl ^ jt SUi JSliJl ,y <jyLLku

jKJit^ J* J*iii V i^Lkll ^ij>l JlSCit &T ^ IjJS
1

it V}

U^iStj (3jIaJl i_~Jt jA JaJl ,j-.lJ d)t ^ t^^Jl jA IJLaj . Lf«U^-tj tijjJ-l

OyJlj 4 Ji>-!)UL! i*-JL (_/?-J . V'jAj^,^' 'j&f^h '-^-"Li-I iUv-ljJ JUsiiill

^-» j-a-Jl dilJU
l
j5UII ,y l)j& V Jtfj t,_yrijA; ,j-<Lall II* t>i» t^jAdl

. ilj£~o «bl*~U«<l iiUall C-jlji!l
t_y
L> djj^aj ,j£ t-jjUol

(
_5*=rl

i
/»

A^ULJl^^bJlj JjjJ-l JlSLit ^tfj . Points & Picas ol&LJIj J»bVl

Sj-^saSJl oUs>j^Jlj t (bullets) Vj^ 1 j^J^Lj i (rules) Jsj-JajJ-lS
1

t^^-Vl

4^ j>Uaj jAj t (points) JaU/Sfl) ((dashes) iJL^kJl oUj^lIIj i (hyphens)

t_S*J ^JJJ' tS* lT-'?^ iAJbifc* olJb>-j SJLP- ilLftj . ^>jy>\ ^ ^yaj.-iitt'., ) ! ^i>-JU

. iioy'Vl 50>liLI oLV_jJl ^ 4-^.jUIIj

jt • , -\ VA ^jU, &3J-I J JaJlj . &J5J i^jJl J ll* VY iiL*j

tolj-i-ill oblJbj tiis^LiJl JjU^JI) i_Asd]l JjP i«^Ul oliljiJl Ut

*i»Lw>jj LSoUl ^LJloi .(Picas) LSoUL ^Uxi (a>Jl^\ i**»j t^Ja*Jl Jjl»j

oU^j cjjJu tl5«>0" JhUjVIj ^-UJl fUaJ ibjl UiS"j .J»LVl ^Ul j>Lni*l

4J)f ti^jJl ^U. ^ laljf JU-I y> US toLSilJl Jl i.bVl ^. ^-UJl



IpLkll VJUi u^ j, jj^i w

i«~i sbbU VJudi^^ co^j ^uji o>i^ ^uj
jt iJA~ 5>^, ^j t^Uallj c^^dl J*j£, tf_wd| l«JU^ ^J|

^"'^ A, o x U saUJl ^ i^ll. lAj^k^ jtp u^t Sjiljs.

. (transparency) iiLLiJl

ullAJIj lU^I

r

-s

-g

-s

IdOE

IdW

idJI

id 01

1<I8

US

Id 9 18-

a-
B8-
«-
B-
<3-

ui-i CJ'^ 'f^^ lJUoJIj fU»-L i«-wi* OjjA-l JlSLiI Ji**j

u^ <> JT 4JW oU^uyij tJU^Vl olivaJUj i^ljJ-l J (kj&y^)
JjjJ-l a* ^jU ij^-IJl SjjSLl >L*JUJl ploiclj ^jij . ajiJl J oL^Vl

j »./»,! I "Labia



) » c-QJl «J (H*

movtt type

mouse type

mouse type

^j JU-I j* Li" - SpIjaJI ^ jiSt 4>-lj «j3 ,_^Jl ijjjsl-l ^>>pA £j\jZj

ojJ-l p^>- JLp dJUi vJij^j .

0) [ij/JL ll*M j U Oi! k? ] A-ijJ^i^L

body type body type

body type body type

body type body type

Iki YY ,j-li. ^LUl JjJ-l J> AJ-±> elk, VT j U^L.- ob!>U)!l

display
type

tdaX; VY ^ ^i k-»Jji>- P'^f^ A»Lt Ifi&J V (ww-U-l ^k^l^j i_ivill O^T

* 7-,7« isaJ_/> C~«J ipLkJl ^ i«JL»sX*J.I 49jjJl <liT (Y) iSj-jSOl aLjo-MI



(T)

**UJl VJli£ b*r\j» J jlSjII \ * 1

,
(Typositor ) jjSjJj^j ly-*" CoU- 5JT 5ia~»ljJ *JLi

(_5
1* ' •-*./*** fij*- "^J

\ (j-UU) Sjj^l ojjJ-l ^» VJ 1^ ^Lr" (j* *U*>-T ^^ L» ^J
ji^-l^j Ol (j-i-^j . A-JU15 iJKJl 4-luu (jytll ^^Ip jJLsCj ti«>- t (^«St jt llaij

. l»j^- 13j>- oJLa Sjj-SCJI tJjjJ-1 «-jjL^

^^i aJl_>b_x«J ,^1 <Lku«il iJJbJ.1 iJbSGl . What to Measure ^LSf U

J15CJI ^kJl j^^o-Jj • L-«a^ ^" ,^1 <Jjjd-l ,j-Li jt-feip Oi«x. ^Ul dliJjt

*>J-I <tj ^Iai ^jlil liJUi cJaii <fc»-jJl

tf ^j£i JiVl
(_5
1p jt - l^aAj^j A^LWl i-*JjJ-l *Aplj**» jjisto H*,j

. .Jj^jlj ^^jSkJi p*J-i j-ls j& ^j 'j*-*!^ l^U 1 t!^ 1 ^^ ~ "<>

.Visual Graphic J -y g\£\ y <.jyA\ oiyti :Ja-j y> Photo typositor JjJ>i\ j/jjj^l (*)

ikM jjjk o/i ijj Ui. li-jj^i **u» o-Jj sjjUi i^UaJi ,> iLki-ii *jjJli &&\ (.aii-j <r)

JU- UJj tSjSUJl jt sjjUi jJaJVi j> jus-jN o-JjMi *~s"<tf M cu-ii^OJ ^jJW>i «J—
—*Sli ,y



bjSi. (J*rj lap jJ-l £. *>-jJl OlS" Ujl "x" oIpLSjI jt l*i»ljA jI UjipI^*

. ^JijJU i!5w« Jic Ol OLp-VI (j^uu ^ jjSCc ,j->tjJl JUJl lift d)Ji i~JL|

VJ ^f^ iSj*^y^l J*»-4 C^JJI J* 'J^l U^' ^ "^"J11

Ijts- ^y>\A» (t—4-U . Ja^Jl jt vJjsJU tJUiJl ^L-Sll ^P jJU U jji *~JM Ot

.iJKftj

. -uJJ j^jJ-I LjJ SJUll ijPUiaJI Oj>l JlS^itj

Garamond

bgfyacem
Baskervllle II

b gfyacem
Bodonl

bgfyacem
Century Book

bgfyacem
Triumvirate

bgfyacem
^Li* ^0>«i*.L Jp~j . Using the Point Gauge JajJI ^Lib flL^ml

^T-lJi j&£ 4 £. tty>UaJl Oj>JJ JJJLJI ^1 ^Li ^SUi V *^ iJaJl

rdUJU DLo ^ LJ, .yjjji- ^U. J* J^^Ll VJ b>«xJl

. Measuring from Ascender to Descender JajlgJI JJ dpLyoll ^ ^Lill

:>^J OT i^jUdl ^fflji ^j) <~ijj~\ JlXit ^ jJS" Jaj|y>j Jlp|j*o jISo

a-^LS- ^ d^l . o>l aJLS Hf (oj>l Jl£if iiyd UIS3I SjjUl «ujJ



SpUJI VjW i**r\j» J JLijl.1 ^ » A

A* jA*al\ i»^U J* JaJl ^Li. Ja^j . JajL&Jtj JpLall <y JS JLp ^j^

(New York 42 pt)

Apple
'ps>o- y> Ja*J\ ^liJjl . Measuring by Line Height Ja*J\ plftjL ^iJSJI

yL*. cJl£ lijj . (j^iaJl ,ju U isL*« ) JUL^LUl JSIS^JI -US <d| &U*. o^-l

tj^ J°^* u*^ g-*j>y-i <-»ji-l p>»- A»^ j&S *^ l **jj*» jji»~Jl Oy \*

,
(
JB\ jkJ! oJ^li ^jto- SiLi! ^LS ^ tj^kJl jb-t oJLtU Jixc _^i*a]| £»}U

'j^o- jac J»bMl y jLdl sjlJI^ . jj>Jl om *U^l cJrtijJl iU *

C>1

t i-JlBl Sjiiil y> ji>-l . Using the Pica Gauge L&Ul ^L&a aIJL>«£m.I

JS\iJ\ <ii)i ^ U tUg—UaJ lis* pJ ^JLll ^yiJl y JiMl Jlp j^k* iwjl

. (^UaJI iJjj^-l (j-LSi ISj^** il)jSs Dt Ji~j <i~s~) Us^UJl

The type in this paragraph is 10 points, leading 3 points, or 10/13. With the pica

gauge, measure from the base of the first line to the base of the third line below

it. These three lines measure three picas plus halfway between the 3-pica mark

and the next half-pica mark, Total depth is 3 picas plus 3 points, which equals

39 points. Dividing by three equals 13 points. By subtracting 3 points of leading

between each line of type, the remaining picas equal 30 points

4>-j JLp JjLL U <-*ij> jp~~* <-»_>*"- Ja^ (j\ y y***i *j"$j (j-'LJU Aju

jJa~-\ Sj^teJ ^SLc US' t
(
jcSoL lf-.LJU iJLi cA A Jaij «-iyu



{yi ijiil ^JbJLi j&j . ISCUl twisajj uvX^jLi Lf^Li* Aio l)I ^ • iaXj ijj^o

l£sjyj\ oLilLiJl j^laj .Using the Transparency oLslLtJI ^|JL>«£-I

-j53l o>l LrJ; jdl dJlL" dJUi ,y U cjj>.Ml v^l ^L-UJlj J.bVl

U^j ckJJ (..sSjSJ-l **J-I iilXiJl (JLp 3a_>srjil t-ijjsM t/-^ "i/j

, t ~ j-l oli tijj_i-l JL£j»bf i^jL*ll (v^-l li jk^' »-»_>sM J"»
i_rs£>

ut <>^$ nJ^ 1 Jsr" t^P V1^^' a-s^-J' ts^* 12L ^j^l* ti£>L*ll

(_ijj>-i L»I . Ua_X) ^ Y ^l-* « «j JLxl jj^JI l_9j*-I *>t»- sIaLa* ^« v'j^

oli Sj-»—w. .,m.ll i_ijjJ-l ^US l^» tJJLfJli iaJLUlJI ,j]U» SajljJl S^JwaJl

^£c Uio i (serifs) JtfljjJI oli i-ijji-l Oir" i>t oULLiJl (j^xJ ,^Cj

tjj^l ^Ls J-^»Ml j>»j • (sans serif) 051jj ^k> ^-ijj>- ,J& J-*^j d>t {Sj^i

(_s
J_p Jtfljj % OjjJ-lj i-ASljj oli <-ij>>- If; oLilXi

t_s
L^- JjIj^JI oli

j—JL-P aj—Jw> i_SJj>- jT »j~£ l_9Jj^«j <L*UaJI Ojj»-l oIaI*<9m JLXPj

/| >«>*J 4.0.q.vZU tJjj_*-l (Jl S .S i <JU y (jlS" li^» . 0j.Jt^tf »l>t£>-tj ^ Q ,/»"

^1 A^rjU ;<u*LaJ iiUJLil ^ SijIjJl i-ij_^-l flJbixlw-l jSsjC ^ «G^j tj^9

£_, uii Jlp jSi ,J lib . iSjlall J>-t ,y oj>l JlOl ^li-t dULJi



PICAS INCHES

-

1_ "Jp

•JF

£H~

m - -_ J^

^
z_ "P

^g

vr~
*?

r^ j£

m 5=—#
•4 — H-

<* —
rr~*

J»
t_

-*

^*
4Sk

»"-

p--*

M zr*
E !?

i
11—

#

j_

—

on

i^*

=z—

#

s ^*
b:—°*

^
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*

•r—

*
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#

i*UJl .jjl^ tuclj. J JLAjli \ \ ,

HELVETICA REGULAR
E 41 hn»
6 S hmy

E 6 hmy
E 7 hmy
E 8 hmy
E 9 hmy
E 10 hmy
E 1

1

hmy
E 12 hmy
E 14 hmy
E 16 hmy
E 18 hmy
E 20 hmy
E 24 hmy
E 30 hmy

TIMES ROMAN
e 'I tarn

E > him

E 6 hm>

E 7 hmy

E g hmy

E 9 hmy
E 10 hmy
E 1

1

hmy
E 12 hmy

E 14 hmy
E 16 hmy
E 18 hmy
E 20 hmy
E 24 hmy

E 30 hmy



\ \ \ f-UJl UJ

oljJwJ oUl^l wjJiJL. ijij^Vl uivaJl JlSwtj tJsUJlj t j^kJl fJi*UJ

ii~>. t^yaJl jIj^j Jl—»lfJl ^ Jsb"Vlj oL»L2S" olistfljH <-^jj . <jbA)l

jt i (jJjJl J? !y«-SJl Jai; «-£*« ^lia JJjJl JasU y> JaiU t)jX. IxS

aJL-P .ilj LiSj . 1-iSUj t __ Ui-^-i -^ J^ ' J-»-lj Ja^ -!»>

t (bullets) A_Jj>-jJl jSljjJl (j-Ulj . &USj &w Jai-I alj SjJbJ.1 Jsh/Vl

Ja_^_J| **«>• .ilj LAS' j-S't ?z~*aj ii-*- Ua-Jl -tbjVL oUu^llj i*js^l\j

•Ss *A^> Jitj .(««1 <l)Uaii l$^>**"- 'j^J « *t»»Jb»-\_j iaXi lf«j>«p- SjJli)

tJLLi (j-iLjA« (k^° c^* U**^J <_S*
J^<i jl «J* iJ^Li l$J (»JjUcJl A>-l^

Wrong Font Ua^-I (ui^J-1 JSLi) JaJ!

. tk>- iaio 4jW» /vJ Jli> AJ^S

tJjJ-l aIjl>«i»*iI (jIp Cwa> Ji oLL^»ljil oJl£ IS} : Face i-i^J-l J£*i

. UftsM -bXjIj i_is* >A2i t^ijP i_ijJ-Lj <_jL^ Ji ,j^jI U^-j tlx*X«JLA

tij_»- JUjcl-1 JLp cwu Ji otL^I cJl* ISI : Weight t-i^J-l SiliS*

«- tf -S_SCll IS^iiU Jj> ,_yU cjLL^Ijil c«^ ISI : Width o^J-l ,j^y>

JLi* t (extended) J-Jull IS^iil* i-»j?«j ,j^aJl u_i_v» Uxj t (condensed)

JI _o_».-"w l (jip c-^j Os oLL^Ijll cJlS" li} : Posture tijJ-l *^J

. Uai-I JiJlj \Ji*> OS* 1 ^iUJl IS^iU cij>Bj ^yiJl (.jls* pj Lj t Jjlil iSCjlii*



i*U»Jl ^,JJ. i^j, j xi.^\ \ \ Y

>-*j-*~ JL-o-jCU-I
lJs- <s~a1 Ji olwsljll CJ15

1

li| : Size *»i^J-l ,»j»sp-

^sJ\ ,j*\Ju> IS^ulfc o^ ,yaJl um jj Iw, lib! Sj^*. ^Uu ISLaiU

. UasLl Ja^JL \^ju? JL2i tUaij ,-ip

^Ml JLxUj t^ydl ^ tkU Jj>- SjSb ^j VJ 1^ 1 ^st-lJL ^j
fj% ^1 *~JL J^»Vl ,>• 0j£> O* aJT Vl i^lfJl J SjSlJb itlS^i c @>

: Ji* toiO^Jil oLJUJl il^j ^1 J> s^sijb tkJ-| &U-1 4l_ivaJL>

. oUjLm^ li>«j 4_i^aJl oLL^Ij* iwrlji tf (-A^aJl JjJ*^, »lip| dUi oLi ^j

LEADING

^ Jm^» at ^c ^ BLmp £1^1 JJU 61S" BU .o>l J£jJ jli.)!!^
o^s

f
j^Ul & JS\ Qj iJU dl* ISI Ut . "opI>J JjU jj* KJb aJU^jj o>I

. i*»LJt ShIjaJI ,3jju j»*j jJL* <uliijl JuLjj (j-aJl

- jkJl oliL*. Out ^ywJj - (JUisLl jj> J\j2}\ J) 5JL^U)I JJU^Ij

AjpU-yi ^j^Jl J^ai J^. ^a, ^JJ| jlill ^L-Vl oUjUl ^.^p ^
OljX*il ^y JS" ^ ,j^aJl jk«.! tju J^pUJI ^IjiJl jA iJLfcj . <JU* j-jLc ,_£) 4j

oliL* Jp Out iU»Uil J5lS^I JJjj . JaJL ^IjLj i jJilj (headline) ^^1
l«Jjbx; lJj- ^1 kjjjJ-l Jm»I>j oUKil J-^-ljij oLJKJlj *Jj>-Vl uu U

Line Spacing j^k.,Jl J»^»lji

,y> i^LkJl i-S^J-l ^..o-^aj ^L-Vl ^ «uU jtjl i--*Jl aJLji



t (ascenders) oJLclj^j ax-height) *_w>- ^ (Ja-jJi Wkil ^UjjIj ;<d£j.j

a>
. (descenders) aJsjI^j

j_a JbJI NV^jj^-L^Jlj^ Jlje-iy W^j JjU.Nr/\Vlji»6j-ljr

Loifij .<L*U1I jSUJi jlji. <uJI ISU^o ^Lkll uijaJI^ ^f J^A\ gUsJ

Jj-a.j V «-if ^-i*J IJfi '^LJaJI i-S^sJI jwm>- £-» Ja-uA\ ^Ujjl (juUfl (JjLuuj

,C«ljU JLuaJVcVL .-Jftfyij .11*-" 11— JuoJI p-y J5.lie.j *l*aU ^StijJ

tsjji >,uJI lJj>*. ^.'safiC-JI »I>VI
fc-

LijjrJI ,> <W+II >lja.VI ou-ito

pljj».f i_)jj3j V *- <LcljJaJI ijjjaJJ Cfc«-uaJ.I ijuadl ^i o1»l **»
' " I JliAj .<UL

^uLJil li-iak l<j l-f !iA .Uu li-jljj .^-xLkll uijaJI JSLuJ j>jm^> ,jlc laLoltl

fc^ljf v-uSjj Jl.^laH JjlSjll illJaJJJ ' \ V JaJJ (>« <-«>=>J ii^i-usw SjSiJI aJJ> — V

y-Jl \° ^jjj jjji (^ ji \r fjjii jj-iyj. \ c^ v ^ui <i^i ^
jli Mill * lijjl

JlSLit
l
yiM . How Leading is Determined UL^liJl JJtf^l JbJL^ 4-AjS"

4.n,Jaj cJlkSj tiL_jis» Jajly^j JpIj-^ jt iJlp(x- height) olplijjl IgJ wij^J-l

. 5>-jLl S^ljUlj i^LU-I gl>-)ll J;i>iJ jjkJl ,jy oliLil £* Jbjll iiy JU-I

jL_j_?-Vl <_Jli ^ ttijJ- ^yiJl jjk-. ^» tiL^ jl_pLj iJL* OjSoM L*i->-j

. ^ul j^--l| ry> JLpUaj >JU .^j jl U jJa»« JajL^J /^C ^^r" ' Sj^" oIpU>J|

^ i*j*0ju> oI^-U-jVI jt ol^b>Bi*yi oJia cJlS' lil Lc jJLp ^^Ip
(^j
5o J Uj

jjj-l ^ Vjo ( tj^iJl liJJl ^J MjlJU jSVl J»bMl j^I LM i^l oljiiJl ,y j^t-jdl pXieJl (O



ULkJl VjlA lut-l^. ^ jut^l ^ ^ J

.Sjiloi I^JL <b^g> ^LfJi ^ ^^ !jrtai .jfcfr

<k.l^lj SOpUJI ^kjj.\ oL_.l$J Lr^,%-

j_pI_^J| oli jf Sajj^l "x" oLpLL-jVI oli oj>l JlS^it g-L^j

w-H ^<-^l u**i Jj J* i j>Jl <jy Jit oliU* Jl Sj-.oaJl J*lj«Jlj

«Jl o^ 1 jA- um u £|j» u^*5" llfc cr*iJ j>-Jl uy ^ oULw J^
£l£,lj - Jlsll J~- Jp - \ Y .k, <J>| 615 Ijp . J>| J*^ Oji L.

«-a*u ojO* J_>kJl Oy t» «Lwo Jaij ^ 0& Jsu dUS o^i t .ko \\ , O^^kJl

GU^t Ajt US ijjjbJl ^ fcbj- ^ijJU jA jjLJ\ <jy U oliLw, ±k*ij . Ja^

iUp\ll £. (lowercase) Zj^ailj (uppercase) Sj~S3l (Jjjd-I *lJli«^l ju*j

BjljJ j-L-ST £j^" J^ D5^ 1 0*J -Ik^I Jj>-Ij *lo*Vl Ou ^^1
t-ol*=!l ^fljl ^j . jjkJl Oy il^UJl JSUJI ,y jbjLl «UiH oLpI^JU

The Colony Bank
The Colony Bank

9870 Third Avenue 9870 Third Avenue

Central City, Idaho 60800 Central Ci^ Waho 60800

UK* . v-ldl oUljiJl Jbjud ^UV^L jjJb»- >M j-^p _^kJl Jjtj

So-I^aJI jj^jJ coliL*. ^ l^ U ^LJl Jl «t-U.| oibjl SL^l. jjkJl cJlS"



OiH J-^uiJ iU»UJl JSU^I <y Jb^Li «U1 J-Ml ,y OjS* I- BU-tj

. j.aJI J JLiL^yi <UU!l jJti^l o ijl b\ J^j ^Si\ ^ijil jIj^j JUI4JI J

^ V jkJl fliljl j^vsj «i^u) oljiiJl Ou iJUoUil JSU^l y> £j>~\ Js>bt iujt

.ijjb Jstb dLii ^j bl» j*Ml i-ikb >ij . JU^II £l>Jl Jl^
IJlft J oJjlJl (£j>-V! OlyuJl ,juj U~rf l5/>Jl ij^ • VU»1 J^Uot injjt «jlJUu

oliLil CJIS lil L» JbJbd . Using the PointGauge J»bMl ^Li* JU*U-I

*J .likb ^Y' t5jL»j <JI iO W ,_^») JjMl •Jiill J (JjAvall «JjJ-l *s?>-

J* "x" *—4*1 fUJjl <«i JLp] J _/i*aJl i*
1^ t^LP Jahj'S/l (J-La* ^ij-Jj /w»

. .Uit JB jkJl JLp "x" ^JLl ^UJjI JUS J[ JjL-V ^Lall g\s . L. Ja~,

"x" a-Jj-I fLjjjl j-LS J jjlsflJl i»^Ap jup Jsh/Sfl ^Li* a-^j Ca.! dJb£c)

>Jl Je «x" ^1 gliijl £! j*~ Ji-T Jl ^L2LI J^ljJ ^ L. >- J*
(ki ^r 0j5; lJ^ji ap ^ ^j .Ik. \r ^uji OjSi btt-^j c(»Uil jb

ajl^nl 4 ikj \r o>i j.jj^- t)t y^u ot o \r 4>ci^» J* \ SjiiJi ^-i)
1 « ^

(\\r i>j^> »3s!isJi 5>ji ^j) ^o/^Y' *;ul^uji jsisji ^. a^ij j^ j\

Gu . JjMi !>Ji ^ ^Mi >ji Jp «x" a>i ^Liiji (£ii ^ j!) Jp!

,y JjMl >JI Jp "x" vJ>l fAJuj\ (jtt^j^Uj^ Ji^.1 Ji '^Ull



ipLLJl .-.jLsS ImAj* J JLijil ^ \ 1

^Ls 5JL*j ^JLp oLilXsJl <££>£ • Using Transparency ^LsliiJl |»lJL>fcU-l

J^nl^l .lLL»li)l JSls^Jl JbJLtf- Lfda—ljj jj-iUi ii»jJajM y <UuL< JIju l5j>-^

lkjj\r UlJU ^J-j jt\ <JU>UJl JJU>] Jaai (boxed lines) jU>\, tt>UM J»jh£-I

W JLp jUp^U J*V\ 'jy-l^ . JjVl infill Jt *-»il . dL-U* JU> -oj^jll

j* y U\J\ jjkJl OjSi bt L^jj . u&i\ y JjMljkJl ^ "x" ^JL-I *Lfc,l

^s- l)ISj idlUS" ^Si J lilj . 5JUJ1 jjkJJ x flijjl jJLp iiaiJl (^ ^ \V

.tla>- Oj£j 4JU«»UJl JjUjJI CjL.L» y> JsNl ^JU fob-lj 0^9 clS*-*^ kJj^-l

a_JLSCJLo \—jj+oj iJUaj OjSi UOiP . Wrong Leading \Ja>- aJUpU a2Jj

*j t^JuSwUi i^J.1 itwJl ^Ap i»!)U *^jj viLJLc- tiL^UII JJUjJl <s^>-\

j_sli^l d)jlj) CsajjD ((LL> Uv»li iiij) c^]5> t(*Ju«>U aSJj i_».L>-I)

. (<^jpt.jd) bb-lj Ua^ tSjl—J

SiSiSS?- @> **m r
*» '-^ »*•"^ **

contains one point . iJUoUll JplSjJl y J*-'j -^ lJJ>
of lead. The lines - - ,. .. 1 1, V ,-

below are set solid. • î ^ VW| J-J^ 1 -** *»*

U*>.j (oUJlSLJI jI ) iU53l o> fc^-lj^^ a^» 'Oi^ 1 j^ Ja*» sa^b

ij\1i-> Vb\>*> c|ng) <_j£I jt 4ui-2il uJ*>- (»—

J

1 'tr ^ 1 tj»j W1^^ J>-\

.O^)^ JjJ^-l>JI -^Ij

, *JLj jji- ullalil
f

5LJ-I aJlA Co.lai



Word Spacing oUiXJt jju ^ Ol»L»o

ajL LjLJbo ^5Uj ^j . oJ_*-j^ oUL&l tju oliLil 0j5j d~>- . lift jipU

- itphototypeset) \5jtj«aj Uo^^j *i ^1 oUJlS3l (jo U tuliL** lot

£lytJl jlJi. ^.Lrf- ^j . (^j^tj aJ5 JS* ,y (<_/ jjc. j»»J ^Js, j£}) 4*^.

«Sl£»)IU 1oU6^ Jl* 5-^J 1 oliLil Itl&Sy. ^5j5 L.JLXP j^j . oU&l

oliLAl ^-La) OjUdl ^-Iji Ji» Jjl^u ^ oljit yly aJjJ l^lsuj

I
;U}U]lj tglji ^LiJ Jl SjLil -+" 4_,t)UJl l^w VJui| oU&Jl

i*-l* »5jSla J*U* (&£> y,\j <Sp5) S^.L_^I j*t u-jSSj .^j~^I J~*^

4ilLu> j^»^ fr 4i[ .aL^UJI oliULI o!A5JU ^ jixJl Jlp ^«J| Sj^Sj

^j0>. Ij^l ^^* :Bad Word Spacing oUSC3l ^ aJ^I^ asLJ.1



U-QJl i->j\£ l>*r\j* ,J J-ijll ^ \ A

i-»Jj>-Ij t a>/»)\ jltKl_>- flj.it.yall jUlOi_^> Oj-^531 iJjji-Li i, a,,rtll ^j* <U«9L>-

. 5JUJLI ^ 6^1

- JjJaJl SJb-jv» jk^Ml <yi SJU^T ^» l)j£S ^1 - SiUl ^jkj U oilp

L}MJj oUL*« (^ oUJKll ,jjj J-^mj UJ *UiJl aJ* j! (.jljJa^l ^^l*

JjJaJl oli jjJa~U Si-Ail ijjJ-l JL* j^iJl j«fldJ . dDJJ J?- ^ iiLA

J_>-ji (j^j-s- jj—" (f-^l ij* tOUi»-Vl p-li** ^ oLi£ll ,ju U CjUL~»

j£iJ jJl oUU.ll JK-L. J&J <y Jbji JLsJ ((ji^lj^il J>j*iJ)

J* V-^ 1 lM-'j tcradS ^Vl JiJdl (\s*_r*2 ^UJl oIp-UJ. <y bw-i

. olj>U]l \ liLb *J1
3iLj I olijA* ii\-^J>l

Oj_sai - ^1 >-i 1.UJ ,> ouisai ijbii ^kixJt oll* jijj Vj

U til* *l£i* ^j 4^Vl o^ASlill ^0^-1 - J>Jl SJb^. jk-t j>»

jJ*Jl ^ aJl&j jjjsj. ,2^*2: Jl ^>. Lo dU U jJa*. JLp oLUS3l



JJ- JUo. Si i jkJU i»j-^il ^-Lill Jij SilLl SjLS abi jt >-Jl JjJp aljj

Js^j&j) i_)jL>bJI As*-I_r° (j—• J—Sv) 4~jJL Js>L»-^U ojUJj ii_^«-^ aL^II ji^I

^j—a tlA_JL£Jl ,ju U Cjy&Jl* ^f- (i*>tJl 1-JjU.Jl *>-lj!» ^5-^ cs*ri

Letter Spacing t-SjjJ-l Ju U oUL*«

UH '—• «^|LiL_»-« ^y JU-I y» USj . JjjJl ^jJLp aJLp jJlJ Lc UL5 1 *jliaJl

«J>I L4J 6j£C ^Jl oVU-l oLi^U ^IjJl pia-lj t ajjJ| SJi^Sil dili



*pUJi ^JJ. h^.\j. j jLijli \ Y *

READING Mechanically Spaced

Optically SpacedREADING
«-9jj-J-l ^tj\ : Bad Letter Spacing ^ijjJA J^t ±Jj*Z* jJ> CjUL*«

t (display type) oU}U)ll ^jj^-j ti-^ll ^jUdl ojjs-j iSjjjSJl ojjA-lj

djjJb- jji (typeface) i-ijjJ-l J5l£j Jijll ^^p jL^-^I C^jI Vr*^ ^J

Caslon No. 3

LAWYER

•-*Jj^"' Uii J-^ailJ aJ>*X»»J U 1£_JIp i**-ljJl CjliL-lli . llj-*aJU Yj& SJLpLu

Ujj toUKJlj ojjJ-l ~*'&S iiu»- 4 5. .All oliUU U toUL&lj i^^l

olsLJ.1 /^« ,p »a»«1mJj . sjujcu U«a_j] &j£j 01
l̂
£***i t I^Lj U-i J^-Ijco

.oU^P^fl (_,» tU»j^a>-j loUl'Vl i_j|Jb>-M <L-j^ iiwsAJI olil—llj i»u»I^Jl

. iLjkJl (j^sj-^sJt ^ aJ>cX«j Lo SiLp Lgj^j tAlnl^i v_**v*J l$i» J^ <!)l£ lij

Qoudy Old Style

ACADEMIC
ITC Luballn Graph

Iixomotoi



jJl) Ubdl 4jaUJI oliLII v_JLko" Mj .juakJI Jj>1 5S^ dUi &. ^y»

l4*wii oUJbdlj oU^I aJL>»u«j i_jjL>«JI ^fflji <1>^ i k-ij>^-l uii ^«—IjJl

Em and En Spacing &l *»L-*«J f
} <UL%wo

iJjS jJl olpljiJl ^^-J . Paragraph Indentations Cj\Jui\ dLul JLO^

M uiy ^y 0V li£» t5
*— .AS - ^l_j . ^| i>-L*» j! ^ I j^ji Sjii AjIOj JJ

eij_J-l .*_>«_>• ctaUj P-Lijjlj o^y". ' £0* pjj* J* ~ ApliJjl t5jL-j j;*S3l

a_j*Jl L«t . ^Llfjl JpLut^ -j Ls«y JsLjI N • *JLj ply ^ • <dai» ^yzj ^
*JLj flji "\ ICj t-9jj>-

lJj> J.».T,wJ| Ja~u (JLp >J
»b>-lj «|JU iA«j j^JJl

«JLj ^JLlI JinJl >aio^j U tiiUj . Ifclijjl JsLjI fc-» j L»y J»Lj! i^

j la .aal jj^jvaj L»T , SjjvaiJI J*~» J I oli ^ya^/a,

'

..! ! ^ >J ***-lj olX»

. OlUll Jl g-ji jA \1aj . JUjll i_Uksi U|jkll

^JLj CjLSoUL iljuVl £j\JL*a\jA iJb^j Ot OLs-Vl (j^aju ^ (L>UaU ji^Cj

aJT ^!l uLuVl cAL^\y> JUJb«J iUjJ.1 i.jjJLi'Sflj
(_rJ lJL*j . *j oIji>-j ^

jt {ja a£to ot fcjjUcJl »sr\j> (J^j . ^L_«i aJL>«1o-I jl»j t fJ*fcU~> d)t jjS^c

of ^jij^i Lif A**jt j'V aU/Vl cJl^ li][ tUj-^>- c **h*i ol^jUl JLs<aS JiS ObiJI



ioLkJl VJl* iuj-lj, J JLl^Ll <\ Y Y

^^p ^-U* «l^p ^jj c ^ J^ljJ £1^1 ^^p IJmu OJ J^Ij QJ ^Jljj

^ ijZ* *kj j^oi ^ OJ Ofl-lj oIju^ ^JJl juJIj . ^^1 n 01 iJj*-

. 01 J*~\j Jm^ ojiill od* TOJ . J»LjT S^ ApUjjIj Jab! w>- ^^

^,-,-J ^Jl 01 JSlSjj ^ JSlS^Jj .Dashes lULjttl J»^£]|l oUtUJI

ijill jT Sj^aill jk-Vl ^L2J ^i&j d^- <.jA flj^cz^l yisLlj «5iyJ|

iJ^UJlj 1 01 i^UJl : ^12; at «r^i j&\ oUtUJl <y *ijit i«J i)U

.^1 i*kUJl ^y* i^L*j <£jLJ 01 SnUaltt l(
»i
r takUllj i^ Y iJs.UJlj 4 »[

Jlt.1 £%* ci^LJ
f

l r U»U]|jtfl tekUIl ^y ^U^i ^jLJ
fj

Y ^JpliJlj

t-L> d*S ikJWi U,t ^j i (Hyphen) Sj^l itysJlj .^^Jl ^ J oiliil

• 4*>«>-J ^UaJl ijjj-l jt-wd IfcJ lg-^y ->-k>«=JJ n-ij^J-l «^ls* jji tfi"

Ja^ (Hyphen) X^^wJl *]jjj| Jl ^Lii < o"l£!| iftlL^ jj| SjUI
c5

s

Oikio
fJ

i*J*UJl Ji jLii U5 . oUi3l jt oj>! ,jo ^ (-) a^lj ^1
-U^dl Jjjw. cUap[ « t SjSlJb J»UJ ot i_-^j oIaj . (—) (j\12it (j&jAa*

. 4*I»ti J53 OUit alia*- Qui ^aijL- ^ ^ V jt
fi

Y ^U, jT 0} ^U*

.^£•1*11 ^ S«J»l2)l J.JJO- iJ^j aj\Ju J»jU-l Japcj ot ObiJI JL^j

Jip oLUSOl »ljsft Oif Sjj-^iJl oU»^»J| »Jic«J . Hyphens 0}U?ljJI

^Up ^ / t
f
lijVl jt t^LwVlj t ik«JI ^TJLI oUUJl ^ JU-i yh US'

chocolate-covered nut decision-maker

twenty-three ex-employee

2- and 3-hour sessions re-sign the contract



lj«U*&J JUpj . "x" d>J-\ p~r £lfcjl ^ £s& £^>*> oLtttll J^aJ

-* ?_»J»l4Ji .laical jupj . Ulio o_j£. L. l$*Sj* 0^» t ojJt^aJI «-ijjsUl ,j»

J^ji j* i_ii»lj dJUi Jas-V . tOsf Uais^A jJLJ BU-t l*^ ioj^I iJjjJ-1

aJ^JI ^IjiVl Co-it C^-w» aSJ).l5r,oj t£jS> ^j J), l^ij ,y>y^\

.(Sj-SCJl u»j>l i^iUJ L^jt-^j tSjJ^Jl Oj>l pJSd oliji*llj

pp. 551-558

during the period 1860-1865

chapters 1-3

K.j. . . ju » j\ i,Jl . . .Ja » JuJb»dJ 01 i*i»UJl {0>«iJ *ift <~*>oj

:j!U t (hyphenated words)

pre-Space Age technology

high-temperature-low-temperature averages

The Chicago Herald-Tribune

jt ijj-^lj-^l j-^p jt ^L*! jj~i» ( JuStLJl j\ £j*J>j)\ j^Ij^J) jlfk)l

: ^1x3*^1 Jbw --^.1 ^Ij^l jt * iLJt-| ^ ^L/Sll (s-jJL-i ^p Sjju^i *UL. J-^i)

I was scared—but who wouldn't have been?

The gloves— the hat, too—were leather.

The book, the pen, the paper— all were on my desk.

"...and a touch of grammar for picturesqueness"

.

— Mark Twain

Robert J is the culprit.

.us <~>\j> J* fi
r ^>i2]t jja ..| r ^UJl

I went to Lake to sail my boat.



ipUaJl ^j\£ U>.\j. J XiJ.\ \ Y I

J*jJl t_ily (JjSJ Uj^p 4 oLil^>-jJLJl ^ *! V oJoliJl »jl>«x»; viUiS'

. »jamL« JjjluJI A**JI i—Aj %j> 4+mAj «a

Ogilvy, David. Confessions ofan Advertising Man, New York: Atheneum, 1963.

.Ogilvy On Advertising, New York: Crown Publishers, Inc.,1983.

COPY DEPTH, LINE LENGTH, MARGINS

****** *

Copy Depth 4>uLyaJ! J**

^vai Nj cJaJa* ,j^Jl J*J» jJLp 4JV-UJ yJJa.ya.U IJlA *JI>«£»j U SiU

IpJj tlSuUL ,j->il2j 1*5" t,j^aJl J_ji» t5^U j* A^sjtM*Jl (jj^Pj tojjUl ^jUjJI

J-**J ^5le dJUiSi 22 picas deep :IJLSCa iJjUll i_JUo i~3£Ljj . I5j>j*p

,_j]Lpj .r-lj>-^U jj-^j bj-.».,rt« j^iJl 015 IS} tJaSs lio-^ rt-fiu 01 A>uL^aJl

J_>_wi ^Js- i4>Jusai\ oJlA J^*i . liilJU l3»_J JajJI <L*s>-ly> i-jjIjjiiJI £*Hy

cJ—;_sAXx]| ^j fjj-SJl JJ iiwaiL Silil 4liilw« t^JDl j-i-l JbJb£ *itj

ojtAJl is-Lil OLaJl L^J»^ <i«P- 1. (copyfitting) Salll St^j
L5
*~J aJUju villij



l -J Jak>J.I i*****)! J*J> ^*~ <_j^ "A^l j*J«* ^1 L^Ji <^> jiJJkJl ^ Ua>JLJ

. (DjJJlJl (j-jjLSiL jj^3j) t (_^L^Jl J£*il3 ^„J& jy&i b_pt^x» .L.Avf.11 ,y>

J-jJl^j JLsidl Jj>*» (jlc V jt) jlc Ot J\^\ J&iJU jj-^JI IJLjJ ^j
d\S tyj . o!>\SwI.I oJL» Ji* oJb»-j 01 t oliU.1 jjJUsj o!>\£LL. ^^1* k_iidJ

Jjl*«3 CJIS IS} UI c «JjJ-l j^o Ja^ i_ivau oibjj JU&j <!)! jjSCc LjJ Jalaiell j^J-l

. 4.1^1^1 ^JJl J-vS^JU oilil i^lJ S-Slj-t^Jl iijkSl eJLft ijs-

Line Length jJawJI J^t

. J^»\^\ ^Js- U,U ./i,

'J *J ^1 Silll jjkJ ,j2»Vl JjlaJl ^LS Aijls t^SjS
• * •* * H

KLLoIjA ia*** ^ gjAJl
(

_yajl ^ J^kll ^ AjjL»1« jjkJl ji^oJJ- cJl£ lij

. jjJa»Jl Jjtt ^LS t^*^ «J^S i l^bLfi jt jjkJi oUJb JljJat i-aItAJ i£«s-

i5>Vi jjkJi ^.a* at ^ «yj»Ai >Ji J> jjU«i it >Ji ij^j j^ v

oLi_^lj^ ^iU- ^ jkJl J^Jaj ^UUl l^LJl ^U. OjSC. U tiJlij

4j> ^JLj ^JJl >JL 4>liL| oUJUxU^ dOIjj .tfLOU ISjy,^. c*jJaJl

. M>f : liSU jJio at ISJL ^ £

p
-o-uJ ^j t ^kJl Jjl. aJI^ ^1 IjuJI oIjUp^I ^ JbJuJl iJUAj

tL^ w«jilall oalil iU^j **~Jl «^Lpl>ilj 4LJjJ-l (^>o-j nJ^J-l JSCJi

ttijJ-l p^*-^ UiS" 4JU i lij^Pj . «uw J*Lo 01 OUiiJ j5^c ^JUI ^IjiJlj



<*UJ1^ he-\jA J JLijll \ Y 1

t^J5 ^ U5^ ^ ^ t«Ui-l ijj J*J ^Ja2j LgjU ojj^uJl jjkJl Ul

<J\ &}i^ <^ nJL j^ Ja*. Ji[ j^ J*^> ^ jlj^^l yui\ jc^i\

Margins
{

jL»\j^\

*lk*l ^jkfjj .^1 JaJ\ tf> 4t^Ul \J>)\ JsliMl ^jo SJUpVI ^IjA

ik£j| Xp (1)
t5j-Jl <fi-' u* Jjk*^\ ^r U-S .Flush Left jLJU aU&I

(flush left) jLJl ^f J}^ S^ J£ <y JjMl jjkJl 0^ cl^L^
Aia2i3l Jip

(_s
uJl ^JL-I

,_,» jjk-Jl *?*>
(_?fsS . Flush Right uy>-^ fl&\



JL_»lfJU iiU ^J . Ragged Left or Right ui-*JU jt jL~U ^UaxJ*ifl^
4_isjU

(_rA»? Jb- USb iJUj . 1&**a UHy IJaiJ^ ^ ^V
I
jt ^oM I

ijjj- bjM.'jJLi UJL^ >JI ^j^Jl J>-Ji ls&J ->-ll J> jt ^44jJl

JLP jjiall j&. 'j*\$ >JI) oJL- ^1*1 J^ Jl^ vi-*- *;-** >~

Oyi-»WJl j>«^ 1 -^ rr & ^ t/*
oLi^ljll oU^pj .oUKJlj wijjJ-l

• "fl/ r r jf C I •V^ (*
^"'"° -«^ <^rf ^* _)L—-Jl if>- *Uio^U . oij*^

+l/frjT 1

3

:v^ f
^"* js* ->^ C (W 1 ^4?-

. jL«Jl igj»- <<Jix« j-pj u>*Jl *4^r A-iiar.'-a jgb:l SjijiJi oJLa lj«^> ^J

iiU* t^j5i V <^~>ij UJUvW (^ t/Jl Jilll <_j» . Justified aJUjSC* j »k«>

^jdl oVU-l lJ* U-» tll-.!j ^u!L»Lfil !j\5 (_sSlso tjjJLJl oLil^J ^ oli>ly



ifi-LUl y^JJ- !**-l^ J JLijll ^ Y A

tuliUi *>-U-l ^l (£}}j y*J
iJ& ijLJl

lmf0jN »>-a^ s^ ojSs J5 ^y JjMl

. A.Jad.1 j*P jji-slj^Jl ^ ^JLp j* U^ i, o.h" o j^ljfc Ujys<a^ p> ^1

. o^CaJl £y> ^ «ul£« ^yaUl j^k-. {y> Jo** JS" J^»o . Centered £j»A\

ilU» l JU- i! Jlpj . jkJl JjJai L?
*a»Vl JbU Iju> ijJ ji>-jJ N 4j1

i4jj*^» _^t S*ljS)l J*^ SiJl>J.I j-P <-JljA-l tl)t jAj * J*-b <-i^ jl»J*

lojjL JjjUp Jt« iia5» Sjj.rfaSJl oilll ^J jj^a**Jl j^j*^ *-r^' '^

iljJl .Up jyv^ ^L»^U J^ J^iJ J^\ jjkJJ cS^r^Jl j^^^ ^jj
.AjlfJlj



A_» (j-^xJl jj^c Jax i)b» OjSu V U~>- .Asymmetrical JjLwJMl »j^,

^^i U lili J^lk? is*iv» J* JUiij <!)t LI
{

jscl\ 0^» t jk^Ml olAgJ 4~*dlj

t_Sj>- aJLUbIi ,j^Jj t AjiUJl A&^JaJl; JUio (31 jt i l_^Ja*-» t^Ja*- fa ./g'.,a <b _^Jaj Ot

*J j k*» JS" oJUp >-«*jl| l)I ,yL£! (^JUl JJiJlll 0153,1 J IjjJb
fj—jil z

. (line for line) Yja~» \'Ja^ JUaJ j_ji*j ^1 L L ^ CjUJUxJI SJiUtoj . a.i..^-j

. Si«CU j^ Uj^ 43j^7 oUJju Jap! JlS/jlsuJl IJLft I Jlio

jia*Jl tJlA

oUJLu Ja^l Ji

. Si-JU ^ <&^la» «5j>cXJ

t£jsl\ >-jjU>Jl a^-Ij5> i-J^ j^S^ jl» U ^s .Wraparound kJliiNl

ISL_j>- 4-ili ihiUxil 1JL_«U *i»L«j bj& (1)! Kc_*2J» jl ti)^Jl» j£ i*Sj L^jL

»j^l~j U ii\fi uiUxlVli .OLill .Ip-^aj ^1 r}j>~y\ &**aJj «JaJ| oUuoljl

oUs*»ljll If&e-j <, ^L^iV' JSU-j t^Jb-1 J aJj-^JI j_^I (^Jb-| JaJa^. SjjLi

&LJJI Ja.-^ V Uj^p ^ as ^j, s!j_4foUJsLII &

u t bin a* >l- jt jjj^ y» ifeiii ^i j>u- ^ >- jsa i&ui jjb ^is

ijj^ ^5bd iiLjk ^jjitj bk 5J5
-

^1501 ^Jo U UUi t OUiil l^b^ jdl



**UJl ^j\£ iuj-ly. J xij.\ \ V *

^iUl JXJJI j* j+W f
U&l

f
Jp t)l . MarginRag fjfcail jjP ji.1^1

obtij)f I ,j^h ii^* dJ^a 1 3~»bil io^Jl *JLp Jj& Ot ^s l» Jj>- JliJl iiUft

$_Jj_JL
(
^_« ^ijjl ^yUj . i-^L. jiSl 5p-l_r

aJl J*>»i (j^aJl ^ oJ*A-l i-lfll^Jl

t' g
-M eUlNl ^j^H U\II '^Mb 5JLrM **M -^^ ^ ^J

p sjlJLI W^JI Jb«v"j -fl
Y ,> Jbji N JjUl ,> U^^>-l 01 Ml *^lj

iUKJI ^LE SJLJLI WjJl ^ifS ^iS . JjAj4\ fJsCU j^Jl ^UaJI JswJ

(v)
(Bad rag Jj«l» j-p pU&l a-Lp)

c.jsJf J{ *Jjt ,>• SJli* S*»j J* iSj^i toUaU CUi Aji I* fcaU t^

^Ijij t^->dl JL^slI Jj3—j Obill ,y J£l tfjitll ij^-l ,jip

oJ/.)fU SJjAll oU>il olSLl ja. tcUjLJLIj oMU-:^! pill* J *fi\ ollJ^sJ.1 J^U y. ilj2L\



O^o>^\ jJ-l jlai»j jiaJl Jji»j t <-»_^-l J&iS) cSj^-^t J^'j^l

A*ijJl Jjju; jlJLI JUvidl Jjjw. i^LSCoJp, ^j^j U WUj . (oiUJLl

^y ) OL-J-I ,_(» i>-t Ji «_i^>- JS <
j£l> J U tiV l^ki . ajJUaU «*_,>

JL.Jb>dl *>-j JL* Ji-SJ Ot oUKU j^SCc ii^*j (^i^l *~& J}\>-

<_£jjj-^aJl jV 0j& 61 t i_a.
;

./i,4-l JaJa^Jl JLkj ,_^>- 4 4JI LS

SJLjLl AaS^JU . «5bJl Jwait J;2>sJ oULJ.1 JjJUj jf ,_y£jl 5s-J*-J

(Better rag JL>- *U&| *JLe)

i flj3"l dl *Jjt (>° *s^ ***-> cs^* iSj^-i ^ >-^° ^ ^ L« Ij^L! Ui[

n_*JJl t-<jl>«xJl
£fr\j>j '(jv^l J-^rJ l JjJ—-*j Obiil y JSO iS'jiiJ.I

j>j tj>i j&ls) ijjstVi j^ijji ^ fluiCu 4pj^>^ ji auyu
Jj-^iJl Jjj-wo il)l£»k OjSvj U WIpj . (oiUJJ o/i*0->*L\ yJ-\ jlJiioj ^U- M

ast-j J^ Jii: at oUKU^ ii^u (^^Jl fe^; J^U ^) oL-i-i

t-JJaXJ 50-jsLl io^JU . gJkJl J^ait J;2>d oULJ.1 JjJbu j| ^yaJl iVjs-j

. CJjJl (^ 1^,01 ,Va,V»Jj JaJaidl



JpLkll ^>JJ. ~**sr\j* ,J Xijll ^VY

JL»LfJl A*U- ^JLp iiL» <1>J& L« eilpj . A*Js£U jjP AjJj ^<waj tS>i!l j*Nl

aJLpj . (jvi»«l^}Jl Jg^«..^< <Cl£j j^JaJ AUa^Vl a«Ap (Jjj>- ill i£j>«j Jij

cjU-1£JI /«Ja£>j oliLJ.1 JjJUj *£i . 5jjX*ll oLL^Jl jj^Jp jyy JjI_Jj <jp jL^i

OjSCi U kJlp 4jt V} . t-jjUcxil «-lji oUJL*I sjpLj: Ju^jI Jjj—» J-S ^
j^sJl Jj^ju rtJo *J U 10UJKII fJa&j oliLwll otASwo iwO^- twjcvaJl jjj>

^1 oiSjJl ,_yft ioUi£Jl Ajk^J oliL-M otASw* ^ Jl/ ^1 aSjJIj

«_^w>!j . jL-Jl ^l jt 0>*^l i_sH J^ cs^'
,_/>j*aJl *5j jl tis^tivaJl J**«jXj

t* o brM J^»\y^\ oli ^jvadl ^ Jit ^1 .ill; ,y> ^^vaJl ^ ^SjJl

.jLJl

tfj*^' J^ 1 0* ^L^ 1 ^> oVU-j . WordBreaks olU£JI Jty£

:*pLkli Jl>«-« <_£» tjJLobJl i»L«jt ,y p^jll Jjp-

. }j*a}\ j\ 43*i*Jl Aj\+> ^ i<d53l *Sja£ l_J^ •

. VbjS. LfeL" jl\ dlL" jT Wjll l*KJl 55> Vlji •

il i JjVl sjpUJI ^ (^b^aJl ^j-^ lap) bub ^Iji ^1 IapUIIj



s&\ ^J$ JL4j . J^yi J* oUKJLl £>UM ^>dL £+4 Mt

t j k i»Lfi ^y Oi*^ j-4 tij&\ ^_>>dl5 t^y-Ml ^j^' oLUp ^
^j» asjL. j*» ji Cfct dUi ^^ u wipj . jui *kaii jl* t^; at^j
a^L-Vi diVl ,y«j jyrj ,>» ^jJl J^j .JLil^l J JjJll ^ fllfcftl

li-biu at^ j^-Uil jfe-j .iljJi SJLolS j£) at Jfjfi tol_*KJl ^ ,i-)

• us** 1 c^lW ^frj1 ^jj

V ot^ cj5 ajj jp- <. l$J v^jll j-p ^jk2x)l oLUp ^qj>- jp ^^^uJ

t^j^t £j>-li ^j . «i*v»_j jJu jt t^yaDl <y> *_}JM diiS obS" tL*i JlSj t laic

. sj~>- i^u i*Sj ^ ji^j at ji^c »,iiiji ais"

'o^ 1 t> J*-^" i/JIj 10UJKU v-bil^ S5j>dl JU iljJl io^Ullj

iliUS" . J^I^JI J ^U, J aJUIS" UKJl <A£ pj is^jb JuKJl AtUl^
. (j^aJl Jstb^ l>%» i^bll -Ui£J| ^Uli. Oii JWJl ,j5Lc

THE MECHANICAL

Js> oUcL. Ji T>J (Typositor) jjijj-J ik-,1^ »JL^; ^ ^JJl ^.jbJl



5MJJI ^-jjWS iui-lj* J JLijll \ V £

U ;l) Ujl*£j *j ^1 oiUL A^ls-1 (checklist) i*>-ljll i_*jU MJtj

i>t>t*ai,l Sill I jV» ipLHJ ej*l>- A>c*J flsJi *^J cObiilj i_JjL>sJl A^-lj^ ^^IJ

.(stat) oL. jU (<0
(photostat) oliv-jJjiJljI 4

CA)
Velox ^^jLAJL aLp <u>-jj

t^oJtJl jt t^MUl J^!>Ul ik-ljj C~S ^ i JJjtf iUiil •a«i tfJJl JbiaiJ.!

olOUJl *->jJ J> sjip iiUj . ,J\£A,\ JLp l$> JSO (sift) j*- j*^!^
t SJibJI J^b j*p-I C~~J jt ifJ Jai- j£*ll j^i . (jJlSy.1 ,J^ j^tj is^Ul-l

oUbuw Zjj+p flJl*^*! (jSlc *iiii5 . \^*iy>j tSj_^saii JJjJl (t-1^! r»-^ iJ*»d "^

^^jiJl Ja«J| ^ iWaJU .k«~i i^laia^J j%—'j jt tiu>* •JJ-'
9 J^ i (matt) Jail

CvJg ^j . flfJaJl Ijj*ISC »LiMl oi* <y» ^f jj>s<9J jiCc Mj t4jw»lj>»j BijO^-j

(Strip In 4_JJaJI jj*aJl C~£lj i (For Position Only "FPO") Ja_2i C-«idJ :^_LklJ

.^tUl Sk-ljj '^iL^
1
/LSJ| ^1 J**JI jij^" ^ .Halftone)

Eastman Kodak Corporation^ illajS jUi-jJ XS'yJ *Jb>_- *jjlj£ k1U t Velox ,j-JjiJ <A)

Itek Graphic Products J \j\£ **$* u* t Photostat £iLtis~il jtytu III (^)

c't-ijj-i-SLJl ^ SJL«ll .A* o>^*t c^i ytill Jl** ^j»* yfJl *ii^i ^Lr^l J^ i> ^ ' >

jj_^ ^-i «i,,Afl u a-is fjtAi ft>w is** j i^ij^i p. o^j '^t-*^ v^ 1^ 1 d^ 1 ^ r
jUp)M Ub-j* o_r^>-l okSO. fijJb- Oj^Ji US .SjJiU. v^Uall ^IjJMl J* jy*& SJ*W" Jli^b

.[(^S-jdl] digital iLJjJl oljLi)/l JiU ^ «UJ» Vr-'j^ a* 'j^W- ^M^' (^ ^^'j cr*^ 1



Wo ^Lyiyj^

• *£JJj** ji^^^^J H^j^' 5JUi)/l yljVlj O^Jjdl (JjSo Ujup

4sLL5x iJC ly> 4*^-\jij i 4jU*> (ylsy.! ly**^ $ ir>j\*c$\ ^fr^J* <^pj

Zijffj* j_*oUaJI a~o^- 01 ,V 2^UU JaJa>tilj <CJjUU *_5 ^oj c, <lal «U**jJlj

i»«>-ljl «_Jjl*»x)l /t^-lji 4-^>li-l v_-Jj*as)l iojlS £jl . OtuJjwjJI LfiS'Uit ^ 3~£»j

f-j-Ul ,y> b*sb Uj>- f^ajj ^^^JtL-Ji (*-U/Jl tJlp t-.—x'Uil J^LiJU Ujjj-^j

/^_»
t
_ji>eJlj aIJj Lji^^j *j 4Jl /^» JMxJi l>»(j tjj.,/» it JjLu! oLSJLxxJl ^s

(1)1 p5*~^' t^*
1 ^U^jJl dJiJl oU-^aJ ^j5UII j^i 4 T^r^ <_s^ (_^U^»j

(

«JLS

Ait £& V, . VrljJl &J-I £ly ,J U tji^axlJ St^il ikwJl J ?J\ &A£

c^ij U '/JbS V ai dL^s Nlj . CM dLJi ojlp? Ji dJtUj*waJ **«j gj-iJl

. iJU Ujl5 i^Ul t_^j 0V Javiu Ji diJ^S J ^yj 4 lsJ&II 4j^ ^ oL»5U Up

j& <J* ^h t(A, ^) jjj Jjji-I ^ ^jll j^iLl J^aj ^ij ^y



ULLJl ^>JJ- ZkAj* ,J xijll \T1

Li U) i^sLjJl ^j5?*^ itaU^pl J^u &b-M CjIjjJw ajT ij>-j «JU~ (^j

I j* i»^>fcJl »-i* j4^ tJ^ A*J-JJ olj-JiSJl
'o
/a>^' l-J '

*
<-r^-^ ^^ ' (/"-^'

.^S15U»^ .(A, N)^ J^JULJ

JHjW *M
JPjS-'iM

l_Jjlj>&Jt JtS-|jrf»

,/ill lm
i>«*«Ul

(_5JLidl jjJdl

Jlil Jj>i1

Js-^l

PRINTER'S PROOF

qL.q-.JLiw j\ ilvoi^ oU-Li^ Ajj^^aa \U[ S-jLjJl ij^iil £M*^ p-4l

,^1 J^jJI L»t . ,_yL<J.I ^ 4JL« iiLi Ijyfi ilAol *ij • g?-^ ij^ ^J^

fj—Aj JLS^lS . SJUadl Ox~Jl £* ajj^is" JJ pLUl XP 4_L/M1q iloJU j*-9

i^ll ur̂ J\ ,JLi]l Jlp Uj^i^ J *_jsi*il JU*!*! 5JUI
r
^*Vl £tUl

t^Lkil *-jl!! J^p *itj 1 (stripping in) JsLL-^fl iX»jJl oIa ^yi-^j •*^UJl

JJLS sJs- a^JU ty>*Vl p^iL ^ rtJJj . pJUii «>*W aJaaII ApLkJl £1** £waSj



MTV ^Lyisii^-

^IjUl ^^ 4*»l£.| oi^-|J[| uii jbji) ^ISUJL! txii\ ik-JLl ,y I^JJ .«.^l7

jjs ^l-Ud-L; dJLUj . LfoUJ- ioU^ jjoIj; frLiM JU^ Vj t <_JUl p-jDl





«]» j^UJI

ujjLxrfJI^Al^xi Nilgai

THE PROOFREADER'S TOOLS

jLsjt

«^Ij *
-«i>" Ji^ j**-

' (*^*

jjJL-1 iSjj jl i_j^L»I t_jbS'

ViUd! CT'y"
jL>:>U

.jJuji^T

IajJ (t^**

\r\





*-<» ^aLJI

t-ijLx^JI t-ug-eu ittiljla (dJlgi

PROOFREADING CHECKLISTS

TYPED COPY &-J-J.I SiU.1

First Reading ^jVl i*>l^l

. oLJlxxil ]j£\

. CjUJLSUJ isr^^waJl jji &j>«illj tijtf-Lkll plksi-'Vlj iLjiv?

Second Reading SJlill Aj«>-I^I

toljL^Jl j! jlSoVl jljS^j i J*iilj Jplill Jslj^j tj-i-l ^bj coUKll

Jajjj 4_p^Jlj tp^^flj ij^i^xJlj iJLjISCJI <-*jji-\ : 4*1)1 oUT aj»-Ij

Third Reading fcJlill t**r\J,\

4 (alignment) <ji*lj^!l ^Ua^lj t^lj^Jlj cOjJ-l -j»o- :»UJ| JSCiJl *j*-Ij

v-J-^j tijP^lj £~~S^I jjjUjJI ^ji) i-ijjJ-l /w»jj ; (spacing) i^Jl oULllj



WJaJl .-.jl^ *ai?\ja ,y JLljll ^ £ Y

Fourth Reading AauljJI £*>-ly.l

TYPESET COPY SJU&il Sill!

J* £jj~\ : (tout obiJl i*k^ ^ dUi J**; ^j ) iSll s^Jl OjU

iLs^-jswrll ji- ASj>d\j tijpLkll f-lk^-'SHj 4oU153l Ju*a^> j\^>J '(j**^

.^IjiMl oU^pj 4iT*z}\ oUt>U oUWj toUKJJ

i^^lj tttlsOlS) l§ttdj JjjJ-l J££t ,>• JSt :^ivaJl oLL^ gfl

JlU^j tjia il Jji»j t4>J-(<aJl J^Pj tiiv»LiJ! JSLi^Jlj t(^s^-\j tia^Jlj

. jSj*sJlj i( Jiftlj ^tjll ) flkjVlj t(^Jl) SJUpVI ^IjAj tOl>Jl aU

o%/>ljJlj 1 (dashes) ol—UjJiJlj 4L$jcs<ijj Jpli^l *•>*>
LJJ!- *J& J^l

oUAS3lj .(orphans) S-«-~Jl j^LuJlj t (bullets) L-ij^-jJl jSljjJlj .(hyphens)

oULw«j tjjkJlj oUXail "tijfj ioUxivaJl J-JuJj 1 (widows) SLajdl

j] i_-5ljJi ^ v_iv»ilj L«j i^bdl i*K)l *csj£j ioUKSlj ojjJ-l us* U



'
*
™

vjI^I vu« I«t-ij- fJijJ :-> J*JW

.^IjsLIj iSJjJUJloU^Ullj tJlSCJiVl jyUpj iSjPjill jwUiJlji--SJJl

JUoSj) <pg} h>^ **J>j jSJLj 4 SJLsdjll a^mJI ,JLp oU!)U *^j .Up

(author's alteration c-AJj* JjJL«; If. X*oa>) <£$) j\ (printer's eiror ^tt tk>. If.

Cj^jJUj Ut 4 JjLio OjJb MJaJl eUas^f i-tj+tuj . j~JJ j\ ^^^fiH JS" <s_JU»bj

^pSUj .IJS Lftt 4i>J^ i>! ^&e_> t^ljfJl flkdl J^^j Ot ^s US'

Ji-tj JW (joSI j\ >-. S*ly JSVl JU Op! 4JUIS^\ oMjSJU ^1531 oljJl likxJ

iULUlS" . ISiJb- a>^wJ.I fcwiJl £. l|iUn ,y oSfcU obj^il Ljtf i*^ jpT

THE MECHANICAL (^ylSJll) a^Ul JJ U 4^

saL}\ JP £JjsMj 4JLwadl *Ua>-V ^Lglll JJjdl : *£U S^~JL Ojli

i-j-Pj-aJlj 4 4—^^1 jjjL*JI dJLSi ^ Lc ^yiJl j*oLp JS" 3j»-j 4,^1^1

4-_Jlj_illj iJjLkMj 4
(_s

J-ljJ-lj 4 45>t?v!9jd| JlSLiMi (jjjlxpj 4 (subheads)

oU^UJlj 4 0jil2jl CjUjJUIIj C S-Sj-^iJl jja^JIj 4 CjIjUJJIj iJISwNl CjULj



io-LUt ^jl/ i*sAj* J JJiJkl Mi

PRINTER'S PROOF fUkJl Sj^

i JUVl u^i\ JjLL» £J&Jl **jj£ *«H.£ - t£jLr»l "l^rr^ - p" L- UJla

js& Jf* ty^"' t>* .r^k*^ cr° ^ J*ji-< (»-**• ^ JmJJ O^iM iak^» Jj&*

i_il£Sj i (spacing) A—jJuJl cjI*LJ.Ij iSajJiii.1 j^jUjJIj <.\$*u&\yt ^ _^»L«il

co^JLaJ ilb* cJlS" U IS[j . l\ jill oililj tij>«x]l ^ *>«~dl aSIjIIj o~A^aJl

PUBLISHEDWORKS Sjj-idl JU*^I



^>jl>Jl ubA* i*s-\jA »JIji : _j J»Jlll

j! iJUll ^jU^Jl As*-ly> c£j-i ^-^j • (.sr** ^ i>° ^-fr*-^ k-^Uall jiill

^_jf t L* u/» ^--* iwJU- ^ t <i dlp%lj AiLi^S"! *^> i_*j-x <u| dLi ^o Li





.» £xLJI

WORDS AND PHRASES COMMONLY
CONFUSED OR MISUSED

a, an

abrogate, abdicate

accept, except

ad, add

adapt, adopt

admission, admittance

adverse, averse

advert, avert

advice, advise

affect, effect

aid, aide

all ready, already

all together, altogether

alley, ally

allude, elude

alter, altar

ambiguous, ambivalent

amend, emend

amoral, immoral

amuse, bemuse

anecdote, antidote

ante-, anti-

appraise, apprise

assassin, murderer

assay, essay

audience, spectators,

congregation

avoid, evade

baited, bated

bare, bear

bazaar, bizarre

beside, besides

better than, more than

between, among
blatant, flagrant

bloc, block

boat, ship

born, borne

bough, bow

brake, break

breach, breech

breadth, breath, breathe

UV



JpUaJl i-Jjl^ *Mf\y ,,/ Xijll UA

bring, take

burglary, robbery

calendar, calender

cannon, canon

canvas, canvass

capacity, capability

capital, capitol

censer, censor

ceremonial, ceremonious

cession, session

chafe, chaff

childish, childlike

chord, cord

cite, sight, site

classic, classical

climactic, climatic

clinch, clench

compare to, compare with

complimentary,

complementary

comprehensible,

comprehensive

comprise, compose

confute, refute

connote, denote

consul, council, counsel

contemptible, contemptuous

continual, continuous

convince, persuade

corps, corpse

could care less, couldn't care

less

credible, creditable,

credulous

criteria, criterion

dairy, diary

delusion, illusion

deprecate, depreciate

desert, dessert

diagnosis, prognosis

different from, different

than

discomfit, discomfort

discreet, discrete

disinterested, uninterested

dispute, refute

distinct, distinctive

dual, duel

effective, effectual

egoism, egotism

elegy, eulogy

elicit, illicit

emigrate, immigrate

energize, enervate

ensure, insure, assure

enthused, enthusiastic

equable, equitable

ever so often, every so often

farther, further

faze, phase

fewer, less

flagrant, blatant

flail, flay

flair, flare

flaunt, flout

flounder, founder

forceful, forcible

foreword, forward



)f\ l^U*^.! .L-; j\ U+* c^ijUj iiUK :j- J*Jli

fortuitous, fortunate

gamble, gambol

got, gotten

grisly, grizzly

hangar, hanger

hanged, hung

hardly, scarcely

hardy, hearty

he/she/I, him/her/me

historic, historical

hyper-, hypo-

i.e., e.g.

I/you, myself/yourself

idle, idol

if I were, if I was

illusion, allusion, delusion

ijnminent, eminent,

immanent

implicit, explicit

impracticable, impractical

imply, infer

in behalf of, on behalf of

in, into

incident, incidence

incite, insight

incredible, incredulous

indict, indite

ingenious, ingenuous

intense, intensive

inter-, intra-

its, it's

judicial, judicious

lagoon, cove

lay, lie

lead, led

leave, let

lesser, lessor

lighted, lit

lightening, lightning

like, such as

loan, lend

loath, loathe

loose, lose

luxuriant, luxurious

masterful, masterly

material, materiel

mean, median

metal, medal, meddle

militate, mitigate

miner, minor

moral, morale

mutual, common
nauseous, nauseated

navel, naval

noisome, noisy

official, officious

or, nor, neither

oral, verbal

ordinance, ordnance

orient, orientate

palate, palette, pallet

passed, past

peace, piece

peaceful, peaceable

pedal, peddle, petal

periodic, periodical

perquisite, prerequisite

persecute, prosecute



IpUJI *->M turly J JLijil
\0

perspective, prospective

pertinent, pertaining

plain, plane

practical, practicable

practically, virtually

prescribe, proscribe

presume, assume

pretext, pretense

principal, principle

pro-, pre-

proceed, precede

prophecy, prophesy

prostate, prostrate

proven, proved

quite, quiet

regardless, irregardless

respectively, respectfully

revenge, avenge

rise, raise

role, roll

sanitarium, sanitorium

scraggly, scraggy, spindly

seasonable, seasonal

sensual, sensuous

shear, sheer

sit, set

stationary, stationery

than, then

their, there, they're

this kind, these kinds

titled, entitled

to, too, two

tortuous, torturous

trail, trial

transient, transitory

trooper, trouper

try to, try and

turbid, turgid

unexceptionable,

unexceptional

usage, use

use to, used to

valued, valuable

vein, vane

venal, venial

weather, whether

when, where

which, that

who's, whose

who, whom
your, you're



«s» $xLd\

GENERAL OFFICE STYLE SHEET

( . oUkUll jt OJdl oUj£>. Uj">L* ti^l^al ^Lii^l aS'^JJ iSjjJl <JLa)

FORMAT

;

^\y> i?JJ\ S~Jl oliLil *w> bj& Ol ^jXaJ tdUi jJ- J\ j^o JL.

.^ If ill*! i^jJL/Vl iSjjj ji^;

Letters-Elements and Spacing between Elements

(tt,li jjL- «%*)
(^jU jjLut -j^

J*Uil
f
IsLl

"address" DIj^Jl

^u jjk- i«j) (C)UjU oljk-)

\<M



V-UaJl ^JJ- h&r\jA J JLijll ^ Y

Notes oUa^ti

• (^i^*Jl c5»
^l) j^i\ jA^\ J\ fUkib jjkJl ^^ juii

. oijSSJl <jy £jli jJa*« iiji

Long Letters AJLjJaJI JSL»^il

SJb-lj is*>jj V^'j '*•**.# ^ » ° t^J^I S»«jlvaJl : Sjjldl (ji^lj^Jl

bjr** ts-*y J^J <3jJ : <ij.pl

Note ils»-}l»

,

«

^» £s*jL^>» : *Jaj iSJb-lj A^silU
(_?
H* JUJj ^1 JSLujJl ^

. a>Jl*o5\ aAqI £y» (jjk^i Aj^Aj) <*0j> >-tf«/>.' JL«j ^JLp liJUSj

Short Letters Sj-^aaJI JSL-^I

. ll-tj 4»ls<aJl i!)lkw»jl> : fj^j (J^^l ijLLal^Jl

.Oji*» (^Li JjL-j Jjj : <ij^l



Envelopes ( \* # ^Ull ^kJI) .J^Uall

l^jj r , o : (oyJl ^ ^rVl) ^Vl ^l^Jl

Notes oUap-'jti

. (jciLwo jJlill _jk,>Jl ,J>ol td)lj _^Ja** jJLp d)lji*il ^ia^>> iL^lj^ uyt^> l«X*

Reports to Clients-Elements and Style u-tjLfy \j j*pU*JI - p^UjJI J} aJLSJ ^jjISJ

.jj^iJl tit^* is^AJ I5blk» j! ^jLi« *-**_# : C)lj>Jl h*Ji*0

\ , o ^jMl i^i-^U JiVlj JLpVI iLL.gi : oLy&Jil i*sli

. SJ>-lj "W»jj SJbJl ol>rtf,,rt1l ^j iiufiji

. SJ*-lj <U*>jj aJU)I CtUrtfyall ^jij t <U<»jj ^ , o

.^ W^ ,
o J&h t>Vl OLi-^Jl : J-^uJl d\j* Ixk*

• aJb-lj



ipLkJl ujjI^ iwf-1^1 ^i jlJjIi \oi

Endnotes
l̂
i\j^-\

Memos ol^SUll

TYPE STYLE Ul*±\ ^-j^JL.1

Epson LQ Series Printers LQ 4-L*.L* £y» t)>«**i oLuli»

. <PS) J\*jj H Jai. : *:>L*1J jjjta;

.(CPD Jl.jj U .L* : ol/iil

.<PS) JUjj H .kj : JJ^kll JsL-^l

. (PS) JL.jj H .kj : Sjjsaiil JsL-^l

. (PS) Jl>jj ^ Y i^ : ^Uiit



GENERAL STYLE ELEMENTS &U L>jL>1 j-^Lp

Dates ^ijljsJ!

Numerals AlJLpfyl

.BUI J VK j\ '/J&X .^Jj c'/T

Punctuation *-SjSJl ol>^P

/oLSOil / aUUI ^ij>-l / o**lj)l / 3^1 cij>l
f
Ij&U

CAPITALIZATION /HYPHENATION /ITALICS /POSSESSTVES/

PUNCTUATION /SPELLING

(pi) ^JLl (adj) <uUJl

(poss) <£ii\ (en)
(_s
*^>- *—»i

(sing) ijill (die) ^^oUti!

(v) J*i!l (n) p—.VI

. (pa "predicate adj") i)j^>J.I iLail



**Ua)l yjlj£ h^-\jA J JUijLl \ *\

B

Brzezinski, Wertmuller, and Velazquez, Engineers

C

the city (other than client city)

the City (client city)

City of Chicago

the county (other than client county)

the County (client county)

cul-de-sacs (pi)

F

D

Department of Community Affairs (DCA)

Department of Natural Resources (DNR)

data base (n)

database (adj.)

DeKalb County

Department of Housing and Urban Development

(HUD)

drafting film (do not use trade name)

Federal government

fee-simple (adj.)



H
House Bill- 215

I

IL (Illinois, in addresses)

111. 34 (Illinois State Highway 34)

K

L

the Legislature (client's state)

M
the Midwest

multi-family (adj.)

N

P

Ph.D.'s (pi)
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R

Robinson and Associates

S

Senate Bill 14

the Soil Erosion Control Act

T

tax-exempt (adj.)

townhouse (n)(adj.)

UV

WXYZ
the Zoning Ordinance (client's ordinance)

MISCELLANEOUS
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MANUSCRIPT STYLE SHEET

(kill)

vujJjdNl ikUL apjJm AJU- vA^ *»JJ •5,JLp^ l*
2^ ^y c^^

.'KbfcjUl c-iLt.'^o l^jy>lH \9yfiy JjL^j

America Discovers Its Wilderness

Until the early 20th century, wilderness survived only as a

byproduct of the movement to reserve public lands for other

purposes. Then the Forest Service began experimenting in the

early 1920's.

Arthur Carhart, the agency's first landscape architect,

helped preserve the Trappers' Lake Region in Colorado from

development, and Aldo Leopold, in 1924, created the Gila

Wilderness in New Mexico, the first official wilderness area in

the United States.

Wilderness Inventory

Chief Forester William Greeley ordered inventories of all

undeveloped National Forest lands larger than 230,400 acres

in 1926. Soon after, rules were established for managing

"primitive areas." By the mid-1930's the agency had

designated nearly 14 million acres of primitive land.

The leading advocate of wilderness preservation in the

1930's was Bob Marshall, who in 1937 became head of

Recreation and Lands for the Forest Service. In 1939 Chief

Forester Ferdinand Silcox approved Marshall's plan to

inventory, study, and reclassify primitive lands as wilderness

areas to provide them greater protection

^<\



Wild and Scenic Rivers Act

Congress passed the Wild and Scenic Rivers Act in 1968 to

preserve portions of 50 rivers on Federal land in their

free-flowing state. Many additions to this system followed.

The Wilderness Act transferred 9 million acres of

National Forest wilderness land into the wilderness system

and required review of the 5 million acres of remaining

primitive land for possible inclusion. Beyond the scope of the

Wilderness Act were millions of acres of undesignated but

undeveloped land in the National Forests that were also

potential wildernesses

Eastern Wilderness Areas

Almost all the eastern National Forests had been created

from cut-over and partially roaded land and, although many

of the forests had grown back, none of them were as pristine

as the forests of the West. The Forest Service wanted to create

a separate "Wild Area's" System in the 1970's for eastern

areas, arguing that the Wilderness Act did not allow inclusion

of cut-over areas 8

Dennis Rolh. "America Discovers lis Wilderness." Our American Land. U.S. Covernm*-'
Printing Office: 1987. Pp. 77-79.
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aim ijjii

A
agency

B
byproduct

(en) ^^r (—'

'(n) p-Vi

(adj) iwli

.(pa)iJjl~li *i-Ji

(pi)^i
(poss) tsUt

(sing) jyAi

(dic)„^li)i

C

Arthur Carhart

Chief Forester

Congress

cut-over (adj)

D

Dates

20th century

mid-1930's

E

eastern

East

Eastern

Wilderness Act

(so-called)

F

Forest Service

Federal

G

Gila Wilderness

William Greeley

H
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HY

1 J K

L

Aldo Leopold

M

Bob Marshall

Multiple Use-

Sustained

Yield Act of

1960

Midwest

N

Numbers

all-numerical

style

14 million

National

Forest(s)

Northeast

P Q
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R

Recreation and

Lands

roaded (adj.)

reclassify/

reclassification

S

South

Ferdinand Siicox

T

Trapper's Lake

Region

u-v w
Wild and Scenic

Rivers Act

(1968)

Wilderness Act

West

the Wilderness

Society

(the Society)

"Wild Areas"

System

X-Y-Z

MISCELLANEOUS FACTS/NOTES

STYLE

initial-cap head, bold face, centered

initial-cap subhead (lowercase articles, prepositions,

conjunctions), book weight, flush left

flush left first paragraph under subhead, indent following

paragraphs 3 ems
comma before and in series

line endings—no word breaks

Triumvirate typeface, 11/16x24. + 5 before subs
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CLIENT STYLE SHEET

THE CITIZENS AND SOUTHERN CORPORATION
The "Corporation"

Subsidiaries of the Corporation

(Note: Indentation indicates subsidiary status.)

CITIZENS AND SOUTHERN GEORGIA CORPORATION
The Citizens and Southern National Bank

Citizens and Southern Capital Corporation

Citizens and Southern Securities Corporation

Citizens and Southern Commercial Corporation

The Ocmulgee Corporation

C&S Real Estate Services, Inc.

Citizens and Southern International Bank
Citizens and Southern International Bank of

New Orleans

Citizens and Southern Mortgage Corporation

CSGA Funding Corporation

C&S Business Credit, Inc.

C&S Capital Corporation

C&S Restaurant Holding Corporation

CITIZENS AND SOUTHERN TRUST COMPANY, INC.

Citizens and Southern Trust Company (Georgia), N.A.
Citizens and Southern Trust Company (South Carolina),

N.A.

Citizens and Southern Trust Company (Florida), N.A.

no
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CITIZENS AND SOUTHERN INSURANCE SERVICES,

INC.

THE CITIZENS AND SOUTHERN LIFE INSURANCE
COMPANY

CITIZENS AND SOUTHERN INVESTMENT ADVISORS,

INC.

C&S FAMILY CREDIT, INC.

C&S Family Credit of Alabama, Inc.

C&S Family Credit of Florida, Inc.

C&S Family Credit of North Carolina, Inc.

C&S Family Credit of Tennessee, Inc.

CITIZENS AND SOUTHERN FLORIDA CORPORATION
The Citizens and Southern National Bank of Florida

First Land Sales, Inc.

Second Land Sales, Inc.

CITIZENS AND SOUTHERN SOUTH CAROLINA
CORPORATION
The Citizens and Southern National Bank of

South Carolina

Carolina Pacific, Inc.

C&S Financial Services, Inc.

Citizens and Southern Systems, Inc.

Citizens and Southern Realty Corporation

Citizens and Southern Housing Corporation

Carolina Credit Life Insurance Company
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USAGE/PLACEMENT
• Registration mark on a C&S service (such as

MasterCard*)—once per page.

• C&S logo in box must have registration mark.

• Member(s) FDIC—must be used in ads that mention

deposit services; must be used on all TV ads; Seniors Club;

do not use on Trust ads.

• Equal Housing Lender logo—use on any ad that mentions

real estate or mortgage loans.

• Plural for acronyms is with apostrophe (IRA's, ATM's).

TYPEFACE

• Caledonia—Copy

• Caslon 540—-Headline

LEGAL FOR ALL PRINT

• °1989 The Citizens and Southern Corporation (except

Citizens and Southern Insurance Services, Inc.)

• C&S® logo (all print)

TRADEMARK RULES

• Always use as an adjective, modifying a generic or common
name for the services. (Money Saver* banking services)

• Do not use as a general descriptive- adjective.

• Never use as a verb.

••The CAS style sheei and materials contained therein are the sole properly of The Citizens

and Southern Corporation and may not be used without its express permission.



ipLkll k-JjU ho-\jt ^ JUijll

ha

• Never use as a noun. Never: Open a Money Saver* today.

Use: Open a Money Saver® account

today.

• Do not use in possessive form, such as C&S's.

• Do not pluralize a service mark.

• Do not couple service marks.

• In textual material, provide service marks with distinctive

appearance by using all capital letters, italics, quotation

marks, or different color or size lettering.

• Use proper notice for registered marks by placing a (®) next

to the mark.

i&**di /pjjiii /Sjsaii /ami oj>i /*jsai sty£ /ju-isai v_»j>i

(pi) £Jrl

(poss) iSii\

(sing) iyill

(v)jIiJl

(adj) ILaIi

(cn)
iJ
«*>. ^1

(dicJ^-^UJl

(nj^Nl
. (pa "predicate adj) 5Jj**J.I iOwaJl

A
• account officer • Assured Balance Line

• Automatic Teller Card • Atlantic Southeast Airlines

• American Express® • Automated Cash

Travelers Cheques Management

•annuity • Automated Teller

• Annuity Hotline

• Answer Center

Machines

• automated teller network

• asset-based • AVAIL®
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B

• Bank-by-Mail

• Bank-by-Phone

• BankCard Center

• Bank 'N Shop Centers

• BANKWINDOW®
• benefits package

• benefits plan

• Better Business Banking

services

• Big Saver Account

• Bonus Checking account

• Branch Manager

• buy outs

C
• cardholder

• cashier's checks

• Cash Management

Consulting Group

• Cash Management Officer

• Cash Management Services

• Certificates of Deposit

(CD)

• Certified Employee Benefit

Specialists

• Check Safekeeping

• CIRRUS®

• closely held (adj)

• Commercial Premium

Investment Account

• Commercial Telephone

Banking

• Common Stock Fund

• Corporate Cash

Management

• The C&S Answer Center

• C&S Bank's (poss) (but not

C&S's)

• The C&S Business

Telephone Banking System

• C&S Consulting Group

• C&S Discount Brokerage

• C&S Executor/Personal

Representative

• C&S Family Credit

Revolving Account™ (one

line)

• C&S Floridian Club

• C&S Market Reviews
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• C&S Trust and Financial

Officer

• CUSTOM(k)

• Customer Service

Representative

• Custom wallet checks

D
• data bases

• disability insurance

• the Emerald Account

• energy-efficient (adj)

• energy-saving (adj)

• Factor's Chain

International (FCI)

• Family Credit Services

• fax

• Federal Depositors

Insurance Corporation

(FDIC)

• Federal Income Tax Form

• financial specialist

• Financial WizardSM

machines

• fixed rate

• Fixed Term (IRA)

• Flat Fee Checking

• Florida Instant Banker

• the Floridian Club or

Floridian Club or the

C&S Floridian Club

• full-cost

• full-service (adj)

• 401 (k)
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• Georgia Newcomer Hotline 1-800-555-7291

• Gold Coast (Florida)

• Gold Reserve

• Government Banking Division

• Government Banking Services

• Green Pages directory

H
• HONORSM

I

• Income Fund

• Individual Market

Investment Account

• Instant Banker (n)

• Instant Banker(s)**

(see Misc. Facts)

• Instant Banker Machine

• Instant Banker transaction

• Instant Banking Card

• Do not use Instant

Banking as a noun

• InstantCheck Debit Card

• Instant Checking

• Instant Money Loan

• Insurance Services

• INSURED MUNICIPALS
INCOME TRUST™

• interest bearing (adj)

• interest checking account

• Investment Advisors

• IRA (see Misc. Facts)

KEOGH's (pi)
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WY

• Loan Pack

• lock box

M
• MasterCard®

• MasterCard® II

• MasterCard® gold card

• MasterCard II®

InstantCheck Card (see

InstantCheck Debit Card)

• MasterTeller®

• Market Investment (IRA)

• Market Investment

Account

• Market Investment

Account Instant Check

(not Accounts)

• Market Line account

• Market Reviews

• Master Trust

• Master Trust Department

• Master Trustee

• Master Trust services

• MIA/IRA

• Minimum Balance

Checking

• MoneyLine®***

• MoneyLine® Reserve

• money market (adj)

(noun)***

• Money Saver® account***

• Money Saver®

Checking***

• mutual funds

N
• Newcomer Guide

• Newcomer Hotline

1-800-555-7291

• Newcomer Kit

• Newcomer Services

• no-obligation (adj)

• NOW Checking (no®)

O
• C&S Operations Group
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• The Peoples Bank of

Carrollton

• Personal Access Number

• Personal Banker

• Personal Trust Officer

• policyholders

• Portfolio Evaluation

Services

• Preferred MasterCard®

• Premium Investment

Account

• Public Finance Division

R

• Ready Equity Account

(home equity loan)

• Ready Equity Center

• Ready Reserve

• Regular Business Checking

• regular checking

• C&S Relationship Manager

• resell

• R-values (n)

• Revolving Account™

(see C)

• safe deposit boxes****

(see Misc. Facts)

• SCOREBOARD™
• self-directed (adj)

• Self-Directed (IRA)

• seniors account

• Seniors Club (no apos. in

SC, GA, or FL)

• setup

• SIPC

• Sixty Plus Checking

• South Carolina Financial

Wizard Machines

• Southeast, South

• Special Situation Funds
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• TARTAN Plus™

(see Misc. Facts)

• Tax Anticipation Notes

(TAN's)

• tax-deferred (adj)

• Tax-Deferred Annuities

• tax-exempt (adj)

• Tax-Exempt Lease

• Telephone Banking System

or Telephone Banking

• tellerphone

• telex

• term insurance

• Think of your future with

C&S® (copy)

• THINK OF YOUR
FUTURE WITH C&S®

(logo)

• Time Deposit Account(s)

• Touch-tone* (see Misc.

Facts)

• Travel Checking account

• traveler's cheques or

traveler's checks

• Travel Dollars

• travel-size bank

• "Trust-Foresters"

• trust officer (or C&S Trust

Officer)

• Trust Specialist

• T-shirt (n)

• TUCS® (see Misc. Facts)

U
• universal life

• Unit Investment Trusts

• U.S. Treasury bill rate

• Variable Rate (IRA)

• VISA®

• VISA® gold card®

• VISA® Instant Check card

• VISA® Premier
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w
• WIZARD™ banking machine or Financial WizardSM

• WIZARD5" Reserve

Y

• Your money's worth®

MISCELLANEOUS FACTS/NOTES

• 200 branches all over GA; more than 185 Automated Teller

Machines

• 150 branches throughout FL

• 477 branches throughout Southeast (477 employing over

13,687 people)

• 100 years of service (1889-1989)

• TUCS is a registered trademark of Trust Universe

Comparison Service.

• Touch-tone is a registered trademark of American

Telephone & Telegraph Co.

• The C&S Answer Center— 1-800-555-5940 (555-8311 in

Columbia)

• 688-RATE

• Seniors Club (55 and older)
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• TARTAN Plus is a registered trademark of Recognition

Equipment, Inc.

• *IRA—Fixed rate only. Substantial penalties may apply to

early withdrawals from time deposits and IRA's.

• """Instant Banker—AVAIL*/CIRRUS® charges apply to use

on non-C&S automated teller machines, however.

• ,|'**MoneyLine, money market, Money Saver—Under

license of agreements, these marks may not be used outside

of designated Southeastern states.

• ****Safe deposit boxes—where available

C&S SECURITIES LOCATIONS

Atlanta

1. Suite 1800

33 North Avenue, N.E.

Atlanta, Georgia 30308

Local: (404) 897-3200

Nationwide Toll Free: 1-800-241-0446

2. 1 Perimeter Center East, N.E.

Atlanta, Georgia 30346

Local: (404) 396-3189

Nationwide Toll Free: 1-800-438-2434

Augusta

3. C&S National Bank Building

709 Broad Street

Augusta, Georgia 30902

Local: (404) 828-8400

Georgia Toll Free: 1-800-242-9240

Southeast Toll Free: 1-800-445-8396
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Knoxville

4. Suite 601

First Tennessee Building

530 South Gay Street

Knoxville, Tennessee 37902

Local: (615) 546-4002 Knoxville

(615) 983-2215 Maryville

(615) 483-5185 Oak Ridge

Tennessee Toll Free: 1-800-327-7283

Tampa

5. Westshore Center

Suite 150

1715 North Westshore Boulevard

Tampa, Florida 33607

Local: (813) 879-1911

Florida Toll Free: 1-800-282-5610

Nationwide Toll Free: 1-800-237-4504

Ft. Myers

6. Suite 301

2400 First Street

Ft. Myers, Florida 33901

(located in First National Bank of Ft. Myers)

Local: (813) 335-1333

Florida Toll Free: 1-800-282-5464

Ft. Lauderdale

7. One Financial Plaza

7th Floor

Ft. Lauderdale, Florida 33394

Local: (305) 765-2777

Florida Toll Free: 1-800-433-0002
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Florida Corporate

The Citizens and Southern National Bank of Florida

Westshore Center

1715 North Westshore Boulevard

Tampa, Florida 33607

1-813-874-4600
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face ti^J-KJXi) 4p-j

jt Jj_>- JSw j! (»-^-J * Lf»li ^aJlj i iw*Jl tttJ>4 (5^-^ «-»ji-l

. <,_ avail <~hjj>- Sj* j*j

family *W*

^1 w»l i—ijLuM oU_>j£ Lg-lS' k-JjjJ-l Jl£-J»T oL- /»' ,j» <pj_<w^»

. oljlJu^Nl ,y jloJI o^UJl ^^j t (blj- jSVl jT ^MO
flush left or right uy^ jt jUJJ ^UasSl

<)U- ^yj . Ou>Jl if>- jl jL-Jl <&» li-«Ij *J&i ^>H tJ~Jt£ ^ ^yaJ



\A0 oij^if**.

flush paragraph ji^lfU 4j£Ls*» lj&

font iLolf -kj 4Pj*sjbO

(<j l£j . jXjJlj »J>*J-I 0*b-J* <~ijj£-\ ,y> <L£«JJ jT iLalS" *£>y»>tA

trt—jJj-xJl oU^U dLlJlSj tSjJwaJlj Sj~£Jl <-»Jj^-l (>• JS" <JLf> SiLp

. t5j>-t j^j ,j\j t. ligatures ij-jjjil i-SjjJ-lj oUp'S/Ij

footnote £J*U-I

^ U OLC« ^ oijj oUjLw ^1 SjLi^U i>tL^i\ Jji ^ 'SjS £la>-%>

.a>J^J| dJLL-

format (^^^1) 3jL*aJ|

.fjjail (j^JJ fUJl _^Jailj i**J-lj ii_JjJLi»Vl
(_5
1p JJb aIp pJlkya*

for positioning only (FPO) Ja2S C>*
?
t.U

01—£Ll ^Jl SjLiJsU (^LCl!) *^kJl JJ U a**«J
l5
U J^cl-j «JLk^w

galley proof(reader's proof)
<T)

(*>-ljll ij^) ^"jl A*ja£

. ^>«v=' J&ij \^Lf> ^ Js SiUl 0? ,y JSldJ ^jVl Jj»J^I

gauge 0-1-21.I

(Sj>^\ 5iLsL.|j LCiUi ol>-jJb hrjJut Lj-»l>- <^b-l IS^J% j\ i_Jjjt»

ii«>- ; (points) ibjVL ttl&Jl >L_JlI gpjtf Qui ^j .

<r)WjJL

.[(^jsll] "JAJL." jJLk^ll IJL» JIp ^y>L| jiy (Y)



ieUJl i_>jl£ ioss-lj* j J-Sjll \K\

gotMc ^^aJio^u

i
(

y>\J3>}\ 5»-tl«xJl iiytC LjJb i—<s&3
{
jl\ (-ijj^-l ^J£ <.$j*jA <~3j»-

gradation sppJUJl

i (negatives) oL-gJLJl ^j ii—jiaJI JUc^l ^ (^UaJl j-jJ xll (^Jl*

greek (dLj>-) tij^J-l JLp

JaJasJ.1 ^ ljLj>-i >JJ*z~jj loUl^i «dJbnCo gjJJl j! *—Jji.1 jjP .Ju^a^dl

. gSWl _^k. JLp ^l jt o_j>l >U^I ^l>V ^/ali

gutter ijp%ii\

S-Up! (jw JL>- j-»- jl tJJbxiil Siku ^ (joxistf Jjlij jup- Jl»- jjs-

hairline «SyiJjlS'» JJa Ja>-

J_JjJl i*iU liUiS'j t JsiJi *jj <W»^P ^^i* Airf Ja>-
L5
i* JJb l* *aIp

halftone <0jSiU) JdaJI ^jJdl

aJL» 5>e*J aIJipj JUp aI^s-MI 3ik»fc» i»l_2j ^ *jj^I V^y^l ljj^ai\

j\ a_jL>«*^ jl 3L**^ ^ *^j*0 *jj** J^J • t^*J' ttj"^ A^LJi aIj^bIwiL

hanging bullets aaJLmII j] S"il Jill 4*»j*">M jSljJJi



hanging indentation. .
JAaU-UJI

jjkJl ^r (UJ& J) c\j Ulj c^US j^ll <y JjMl >Jl t-i*a*

. S^iill 4i\Jb aaLA %J\j 4jJU»* ^wasl <ulj ^yJl

hanging punctuation &Hl a-ijSJl oU^iU

. SJl*A-l
ly>\J>

%
i\ ^J aJL>c^«jj . ,ji-»V *J*^~ jj^* ^*c*^

headline (head) (J^JlJ'j**

head margin i£>kj| t^*^JI

. 4>cis*Jl fr JjVl >J| JU1 ^iljJl ^Vl £1^1

indentation (also indention). ^Ja*JI IAS> p-lj*

indicia CjIjLil jl CjU^p

initialcaps *ja&iJ/^^Jj^

italic .(JlkpJSU

justified type ^Ja»Jl J^Ja» Ja^stf

kern foj*0 ,/- jj>

.oULil



**y*n *m *«*v j jj>i
\m

kill ciJb-

layout .. Jak>t«

(comprehensive) J^LtJl rj>A\ j*>\

lead, leading (line space) (^^Ja** M^i ) aJU«U <J5VSj

,^-Jj . J-^dl (j^aJl jjia«» (jw t (points) JpI^jMU
t_r

-L2j ^JUl flyUl jUui*

(^JlJI p-Ij-jLJI viUiSj . Co./ill t_is<aJlj 3JL<?UJl jpl ij\ jjJj jjia*Jl

leaders oLg^jll

lead-in jT^#J)t\ ti*a]|

legal lines iJjiUll jjh.»ti

cjUUjj t4 «J^-I oU^Vpj iajjUcxJ! ol «!>UJlS' fl^^fl *ji*^ LjJ s^L*

letterspacing (-ij^sM ^u U oULwo

ligature <lig) ZJ^J* ^J*"

lightface(lf) tjAr!^" «-iji-l

. ^Uil J>l Siltf <y aUS" Jit j£Jt



lineart 5Ja^-l ^^iflJJ

/»j_*-^Jlj iaJj>-jJI oljiMlj toUJUillj t^j-^aJij tojjUl (jjjLJl

line for line(L/L or LL) . jk^^k-i

. 1> Ja>iilj Ctijj \*S jjra.i.ll Jl^tb Jai^sJ
L
^jv^Ji

J-
9"'** *^JJ oUJUl

line height. ^k«J! flaJjl

. iUUJl JSlSjl j^^ <Jl ISU- JUadl >~Jl ^-lio

line length jJa*Jl Jji»

line space jkwJI AiL^a

. (lead) iL**U)l JSU^I JiJI

link 4kl^J|

. aIJLpISj g jJu^tll (^tiUl i_»ji-l i«i Oy J-^ljJl JaiLl

logotype (logojU-iJlj!)jLuiJlia^

. U A^j^J hJ^ir i»^P jt t j»J jt 1^1

loop SLLaJIuaLU

. g J^\ ^3^\ ^iy>Ai JjL-Vl »>li

lowercase (1c) SjJ^p *-iJp"

margins j^l^il

markup ..JbJ^



UUJl yjl^ ItS^jf yi XlJ.\ \ fl ,

measure ... .... . ,r<L2ll

. aJ :
.,(V,7 aw (_gjjl jla.,.ll JjJa

mechanical (or keyline or paste-up) ( jJlS^ll) *Jail J-S L» Ji j£

^'ISUl hj£ Ja^Uj . ji>MaxiJ jj»L>- ^L^ JSLi ^ t$j—2* Jjj ^Jj>

minus (or negative) (
{_s

JL-»)
(

waSU

^_o Jit <Jj£> "^-c*^ oUlSJl jl oj^l (jy *JUJl oLeljiJl ^ JJ~I

mutton (ipr^Ji) <jj5U

negative &JLJI

noncomparison (or dry) reading (3SU>-jl) &jUL* j*pi«»-tj^

nonreproducing ^•L-*u-
,

5U JjLS j*p

nut JkJI

offset <LC~~&j^UljJ.{l\jJ>A0\Ja}\

.Uj-A JpLWI 3> jSST-

orphan a-jJ| ji-a...,!!

_Ja*Jl diiiSj ia>bAs<9 AjLf! ^ l3L/>-j ijj UJOP U SjSs ^ JjMl jJa-Jl



\ *\ \ ^M 1

out, see copy (OSC). &LLJI 4s»«~dU £j>-j

outline. ... Oj«MjU»J

.oU^U)fl <y <UcuJil .Jj^pJU vrjULl SiULl JLp ^-

paste-up ••—-r^l

(mechanical ^iSCJtl) *JaJl JJ U hjd _^ail

photostat (stat)

.

(obu-jj^JI) olJiuJ.! jjj-^tfiJT

<_$-!* Silp ^ (photoprint) a-jj-jj^s^I JpLkJl J^Js) (^Jb-^ i£jU£ *-**!

^^JiJl Jw^Jl <+->&. Js. 5J*yjULJ (mechanicals) £_JJl JJ L-. ijjUi

.(Velox) (j-Sjii Usui jJi3l .<**j>jj oijJ*-j i (artwork)

phototypesetting ^wn^^l <_* .^ \) J{a. ./t'r} \

pic (Sj^>aJaA)jUato-l)dL

Pica l&U!

^ Yj i sj^-Ij i^j, = 0ISC.L. n : Lji^j saULl Jjk ^Ui ^LW ^-La*

pica rule (or line gauge) (^kJl ^LJl* jt ) l&UI S^k,^

Point («k£JI)JaJl

JiUj ik, VY .oltytJlj colyiJl iLutj tfcjjJ-| j^J- ^LW ^Li.

pointgauge JaJl ^Li*



**UJl ^jl^i iuplj. J JLSjll ^ y

positive letter spacing or word spacing . oUl£)l j\ Oj^J-l jji> 4*»l*w| oUL*«

. oUlS3l jt iJjjiLl jju iUoUJI Sal^dl oliUJl ^ SiLj

posture t-9j^-l ^-^J

printer f}^
dJJi ^ Lc I £pU2_J| &&> ^ J-**-J ,ja->M (jgt ^jU Jjb aU 9r\\a ./i A

. JLv^Illj >-a.,i^)l o jUt» ,J tjiJLiiljJl

printer's error (PE) £l&ttai-

proof (or printout , hard copy) . . (£Sjj 4^b—J ipjJx* g^SU) SpLkil 4*^

. (repro proof) S-Sl^Jl ajjs*A\j t (reader's proof) a>-1j1I *j_^ Uijt Joj\

proofreader ipLkll t-jjUi ^s*-!^

proofreader's marks i^jjl^elJi £*"ly oL»Sp

query - • JjL-»*ll jl jL*j»£-»^fl

t^-JlSCJl j! jj^ll J| vj 1^ 1 £J"L£ *^-Ji ^C^ 1 *=• Silii JJ^ «**>*

rag **V*

. ^Jall
(J
*JJ A^U-I J^lj^l

raggedtype ^^J! i^i^aJI



reader'sproof(reader's)... £?"LA' *ij£

. oUjjstfJl IgJ j»J0j t i_JjU«Jl i«>-lj» (j^^j*'* ' SJLsaill Saul ,j-» <C*£ 5>»~J

repro proof JLSlgill 4*^>«xll

roman ....^Uj^Jlt-i^-l

(^Jill ; JSlil i^jjj-l ^ »_);£ U y>j) i«jliJl Ajij^jJl 4js>jLio J^O Jty-

Roman ( (-*^)t5*^Jj

. A-*^' JiSljjil cSi t^^Jl t-iji-l <-is<»j ,_^ Wl£ ^J^>«Xmo p-lla./*,*

rule ....h»-

. ijjJ-lj ^WV I lilii ^ U t (wiJlli^l ^y jJLp ^ (»JI>«1~j ij-»t Jasi-

run

wraparound or runaround j£u>\ tA^aJl

run-in rfj^ldj-b 1

* •

running page t5jH-l djl>*ll

oUci^S ^ i_>»As*> JS (_y
Ut OijjJ Jj&J J-^3*

6ljlP jt iwjfcS' OljiP

sanserif ij^t JSljj "% *-*>»•

script JpjLUJiJjp-

. sLi_^ it^ji jt oJi JU>- Ob o^
serif i±Jb XSyj o

.4-pUaJl iJjjJ-l Jl5LiT j^aj ^ ttfJlpU jl ^.J^Jl iai.| i*J JtU> JW Ja>.



ieUaJl ujlji tcflj* J JuljLl V <

servicemark i»«ViU &»^U>

y^chj <. iJ
i^»j J£^ 4^*~*» S—»0>. _£<J (^j^-t Sbt jl tj-«j jt t*~«l

shoulder O^M t_ixS'

. nj hj m JlU t_ij>- Ji ,^-^11 JaiM

sic(okjtcq) y> [*£ *)jiJ

. <Jj-I» &>*$^ c-iS' jJ i SaUJl ^ JjLdl j-S) jt ,j5l£j t SjaU

size
(*
J?^"'

slick SJ^l*i«£{js£

solid type C~*+0* <Ju&

, iJLoU JJlij OjJLj jjia**1

specs i»ji*aJl CjLL^Ij^

.(type specification)
_r
liJl

spine Oj>-1 ly.jtS'

. s jt S o>_/»JJ j^^l Ja=U

Stat olJL^uJ.1 jiyfiH *il

. (photostat) cjl^-jJjiil ^1*j1

stet y*US aAp JjI

. L-oj-^axll JJ &\£ U5 JJaj C)t fjari



^ ^ o *b>u

straight copy . ILyaiaSaU

•
fj*

-^' -^ *—^j-^i jj,-, ./ails' cjU-Uaj| ^o-sA'j *y a-^Us JiU

stress .. . js^r"

Studio j£Aj£m»3(I

. (^ISULI) A-JaJl JJ U Zjjf- aIjipJ, SiU j,^ «i*>- tObiJl Jajw

stylebook, style sheet *—*^JL*iVl aSjj jl /i—*jJL» sM JJa

subscript (also inferior) . . . (,jj**«il j-») ^Ja*Jl ^^l*** Jjsu*«i

• vW- ^b j*1 ' ^.r^ J-^ y^ p-*-> jf 4 <-9>>- ji ' J?*? y*j

superscript (also superior) JsuJ\ (jy~~» ,JLp1

• vW- ^b j^l ^j*-
c*^ gJ4 pf; jf t(-*j>- jf 'j^9 j*j

swash t^jAj "-^r"

. Ajyfcj JUljj oli ijpUaJl i-ijj^-l jy £^i

terminal Vj*^'

i^JJU jjP Ja>- AjLjj

text letters . . .
. ,/a?)l^_*j *

texttype utfJo^

.Ik,

to come (TK) i_JJw»



iftUaJl kjjljt i>Uf\jf ^ JLijll \ fl«1

trademark Sjjbjtsil <U^UJI

j_vSX4JJ j-^-jJJ jj^-ij y^»i~~o l_Sx£»« jj—4J l5j*"I SliT j\ tj-°J Jl 4(*-"»l

. vULJULI JLp CjJIS «,U*a-.l

transposition (tr) .... . . *S1^a JaLJ

type ^UaJ! O/M

typeface ^UaJI ci^i-i J5wi

^j_a S_Ll^Jl apj^jjJ.1 tiJUiSj . iwaJl ii->Ji>4 (^JUl uijJ-l *-*«*- ?«Ja*»

typesetter ^^j-^aill J*-J^>

. 4*pLkll i_ij_^M (-4m» ^J^d (5^ (j^c-tJl

type specifications ... cjL^ I oIa^Ij^

ot ^5*^ ^1 VjS^JI ij^ ftJail jt ,_y»j-^Jl J>-jJi. *^>-j^ hjij*- oUJl*;

.specs jlijl ^ l£p-LU Salil Ljj J-«Uj

typographic errors (or typos) 3*pLi» *-Lki-i

. i_a./a,il ji s*-*jJl ^ *Ua>-T

uppercase ij*&j\<*^jj>-\

. (capitals) Sj**SCJl wijjsU

Velox o*^J^

i\Ju i4&jjv*u» Lgjd> (JjJ&- <.^Jj+a}\ jjj-^adl <3jj ,y> 5ij*-l aJIp <UPjj

<_s» £*1j jUai (JLp JjUs* (^w-Vlj . SpUaJl JJ Salil ^ya^J ^ L_£U

jl JL-kU 4__s^l apLLJI ^ gyJ i^l JLp j114 ^;v»U*Jl OjiAJl

.^L^U-ZiM ^Ij^V ^JL»xl«J i (photoprint) A—X>^Jl



weight U^J-UaiiS'tJJB

white space u^ifi' j£*~'

widow .
SlojVl

width. O^J^

word break £*I£1I aSy£

.^B jkJl ,_,* l^JUS^Ij tjjkJl Jb-1 5jI^ ^ *Ja£» JAP iU£)l fq?j£

word spacing Ov*AxJI <ju U OliL*.*

. Ujuj [aj tJS JS" <ju UJ iijj plji

wraparound ( orrunaround) . i—i^aJI Olidl

jj-^Jl (^Jb-1 <J_p- t-iliJ^U 'U.'wl—.a taJU^il SiUU "Uslp j*P ,j^lj*

wrongfont(wf) lk>-»_ij>-

j_Jh L_*P <_ilsisj (»>*>• jl i<—JjJL»l jl '(J^i ^ **+& (*> i^^ ^f~

X "x" V>WI

i l$>Ja)j jT 5**»Jl ^-L-Jl jJLp aJ^jUlJ ^aiiuJ <. *JaJl i-»jl£ ^>-ly> o!Ap

x-height "x" O^l *-w> fUSjl

. Jajlj^Jlj JpIj-^iJI *UiX*«L to^JtvaJl i_ij_^>JLi
(

-*MS^\ ,»->*jU f-Ujjl

x-line "x".y-l

.SjJwaJl i—9jjsi-l (»ii iJL>«J (_^JJl Jai-I





iliKH-irm)! iluu

<4j^\-*j>'^

points

format

line height

x-height

capitalization

aptitude

style

old style

type names

numerals

markup

photostat

wraparound

rhythm

voice rhythm

"X" >Jj>- f\Zj\

Zjz&m i*jjj£-\ »lJ*iX»ul

ilJUloil

*lJU>t

^Ua jIJLpI

jj^aj i-iLiJl

Oj*aJl sA&J

W



i#jM - j-y =*wuwdi cj

pica

bibliographies

wrong font

book text

o

proofs

printer's proof

the mechanical

word breaks

bowl

paragraph indentations

identifying type

designing style sheet

type classification

author's alteration

centered

development the right attitude

s-p-e-1-1 right

copyfitting

Typositor

main stem
o

oljiUl abut JbJ^

ipLlaJl t-3jj»- <-a/..Ka"

Salil &*gj



V , \ ifiM - yij* ioUlh ./il l c

lowercase

e
nonrcproducing pen ^-Lj^i^U JjIS ji- j^-

indelible-ink ty** j^jCj j?-

lighttype «L_ii>-» ^yut} <~ij>-

extra light type &>• ^jA^) *-*j>-

initial cap (js^) ^^$-~*'l ^j5""

black letter, bold type SyJi

extra bold type |JU>- ij*»>t <-*j>-

display type oU^pj

ultra bold type lilj-* jlSt

sans serif type ^L?J ^ "-*_/*

inscribed type jj**** J**" L-*j>"

script type JlJl Ja>- *-»j^-

serif type ^IjJ J^ ^j*"

serif (Roman) type (^^Jj) -^IjJ J^ l-*j>"

semiboldtype aj^^l -uJi lJj»-

JJ ».S^ <—* >>

regular type ^iU t_s_^-

extracondensed type oliSOl ,JU j>
expanded type {j&ij* ^j>-

Gothic type <$kj*

capital, uppercase j^ j>
small capital letter j**v j^ ^j*"

square type «j^o '-•j*-



ifjM- uiy :oUJiwJll

,

Y»Y

compressed type

condensed type

extended type

elongated type

text letter

demibold type

Helvetica

old English type

loop

footnotes

transitional type

modern type

modern serif type

script type

ornamental type

baseline

round type

crossbar

common error

printer's error

spine

the style book

e
t-ijj-l (Ji-it iiU-



Y»r l£ji^l - ijij*
CilxJUi*flJ.I C«S

out, see copy (OSC)

leading

dagger "t"

serifs

justified lines

em dash

2- em dash

3- em dash

dash

hyphen

virgule / slant

tape recorder

logotype

transparency

ascender

subscript

phototypeset

text type

strip in halftone

arm kJ^si-l pljS

o

o

o

iiLJl 4>mM 9~j>-j

iJU»U (JSlij

^-V* >J

i_£j>dJ iijt JlSljj

4.J.O-JSJ n •* "

fl^-r*

r
IY^^i

fF^
(inI?U) iLji* ij^jjl

» r /»* 4J9jmi

ilSL iipjjb

jbjfc—Jtl ^Hj^

(*?*>yrjfi i^M* j 1^
iJLLi

i_S^s>- JL&Utf

«AwJI
(_^

jX^wo . Lt<-ul t_ a ,,io

(Jjij^OJ <_£**>

{
yd <*JL*0

i\j>tA AJlIi jj-^



t^J-M-1 - ,j!jA .oUlksall1 OwJ
Y«i

©
ways to proofread

e
t_JjUeJl 4*2? \jA (jjff

asymmetrical JLJl aJLo

better rag JU»- »U&I aAp

bad rag JjjAo j*P *Uiol *JLP

margin rag jjival^Jl /»UaXJI aJip

flush left jLJLJ ^Ua^l /»JU>

ragged left or right (j^o-JJjl jL«Jl) f uiol *j£-

flush right OykJLI fUa&l aJLp

trademarks ajjU£ oUtA*

quotation marks
(
_^ar^J oU^Ap

copyright marks «^yi (3j2>- cjU^J^p

service marks i«Jb^ oLoiU

proofreader's marks ieUaJl t-Jjl^t *sAj» oL^
superscript mark SjjIp i«tAp

o
type categories i-a ./a\ \ tulii

comma «cw»li

apostrophe 5Jj* 4-w»U

semicolon *l»j&>» «dv»U

em spacing fi £Jj*

en spacing <1>J.
£ly



r»o \£]^t\ - U"j» : ol>JJijJ.I c>S

counter j>.i j^b £i>

clear the cobwebs JUe\l dLU;^
Velox

checklist

©
proofreading checklist i_Jjb>tXj| i^jj^aH 4jo?\jt <l*Sli

crossbar H
(

jtfj,w.T.>».a Ja>-)) xisli

dash *Sj*va» £J»j-i» AjJpIS

en 0[ AjJsli

apex

weight
e

unfamiliar words

printer's language

©
copyholder's vocabulary A^-ljll OjUw i»J

miscellaneous
©

cj\Sjkj>

copy editor j—XJI Jj>**

abbreviations Cj\j*0Z>*A

proofreader <pLkil i_jjU «j.|ji

assembly-line proofreader Z.W1
Ja^ ^» VJ^I £!"•>

designated reader «< 1 >

noncomparison reading AJjUil jjP icHji



<4jM\-uU* ioWJmII c-}
y ^ ,

comparison reading AJjUlt *JH>r\ja

copy depth 4>*JL/a}\ 4>-L~«

wrong leading

bad letter spacing <-3jj>-l (ju «U_jJL» jji oliL~o

bad word spacing CjUJ^JI (jy AJjJi» _>*£• oUL*»

letter spacing i-ijjJ-l (ju U ilj|iL~a

line spacing jjh.M.11 (ju La CjUL-wO

word spacing oLA&l Oii ^> oliLw*

special treatment 4^\j>- <U-bc4

point gauge I>L>Vi ^L^i*

pica gauge l^jUl ^Li*

methodically i>M^

proofreading skills (^Jjl>tJI Sj^-I yo oljLg^c

type specifications

asterisk
"*"

O
the mechanical

type font

finial

descender
o

•jj^-' V>J ^^

margins ^U*



Y „ y i&M - jij» ; ^Wkaii c-J

o
hyphens otA**lj

link ti^l-l iiJb- i—ojj£ iL^»lj

face ti^l (JSCi) <*>-j

stylesheet u^Ll aIjj

general office style sheet i_*l£»l! i»U VJ^ ^JJ

client style sheet J?«-*-Jl u^Ll iijj

hyphenation oLiSOl ^j-^j

posture <-»j^-l /*<'*J

Roman posture i^L*J^ "-*j^-l /^J



yjj* _ iSjA^\ : iiil»«lk*aU > Y*A

t^-cijM :^

abbreviations

apex

apostrophe

aptitude

arm

ascender

assembly-line proofreader

asterisk"*"

asymmetrical

author's alteration

bad letter spacing

bad rag

bad word spacing

baseline

better rag

bibliographies

black letter, bold type

book text

aJj» SJLm»U

(j^l A--J*-

iS***^* -^

aII&I aJLp

ij*<»l i_9j>-



Y»<\ ufj* - ifJA '• c/Wlmtll

bowl

capital

capitalization

centered

checklist

clear the cobwebs

client style sheet

comma

comparison reading

compressed type

condensed type

copy depth

copy editor

copyfitting

copyholder's vocabulary

copyright marks

counter

crossbar

dagger"t"

dash

demibold type

Q

O

ij~£j\ i_4jj>-l *lJL>w«i|



descender <~±j£-\ JajL*

designated reader Oi*-* £f'j*

r
. ../J1designing style sheet u^JL-f Z&jj

development the right attitude t5j*«Jl olj£*yi a~»Xj

display type olitjU^I JaXj

elongated type Jij^ *-*&*} *-*./*-

em spacing *[ XiL^o

en spacing d>l. 4iL*»

expanded type U^ij*" ^j^

extended type J&T

extra bold type ltJL>- 3j**t <_jj*-

extra condensed type oliSCIl ^Lp tij>-

extra light type _ bj>- ,j^t '-'.r*"

face i-ijJ-l (J£-S) *srj

finial i-ijpJLJ aJj^J 5jLjJ

flush left jLJU
f
Uttl

flush right U!*^ (*^Jl

footnotes Lf3»\j£-\

format ^Hj*"^^ ii^

general office style sheet iwjSUJLi <L»Ip i—ijl^T aSjj

Gothic type (J*J* *-*-r*"



YU uij* - i^jr^'l ' oUJJwill i

Helvetica

hyphen

hyphenation

identifying skills

identifying type

indelible-ink

initial caps

inscribed type

justified lines

leading

letter spacing

levels of proofreading

light type

line height

line length

line spacing

link

logotype

loop

lowercase

o

Q

(oj^./aA AJPjJi) *Jufi\j

(Jills') aJ!>^i->I »-ijj>-

i—»ju>«2jl AjisAjA Obj.*UwO

((t_ijt>-)) ,j^«j1 i-»^>-

jWm.II J J»

v-iji-l JjL-t AiU-



y-y -^jW :cWLiwii.i^
y \ y

mam stem
o

Jb-

margin rag ha, ^J, ^U
margins ,j^ljA

markup ^ij, ^j^i

matching the skills to the job ^^^^ «^>lj^-' aULo*

mechanical (J^ID gUl JJ U S^
methodically

miscellaneous

modern serif type jjljj jj viuJ>- Jxi

modern type lLuJw- Ja>-

o
noncomparison reading ijjlia Jc ajcj-I j

nonreproducing pen £L«U^!>U JjIS jjp^
numerals ilJlpt

o
old English ^jlSJI ^jJUd^fl id-|

old style ^.jlS i_JjL-t

ornamental type i£j*~5 •-•>*"

out, see copy (OSC) i^LJl ik^JJ *j>-j

paragraph indentations oljiill ibot J^Ji^

photostat oUvuJ.1 jij-^aJ 5-5T



phototypeset <Sjiy^ X^j

pica (ajpU* (j-Li 5>-.p) ISoIj

pica gauge ^iM' ap-

point gauge Ja^ll <j"^*

points (^y^ '-'J^' -^M

posture OjJ-l pJ>j

printer's error fJ-P*^
""^

printer's language f}^' ^
printer's proof f^*^ ^-^

proofreader ApLkJl <—>jL£ as*-I^

proofreader's marks u^jU^Jl A!*-ly oU^Ap

proofreading checklist i_jjU*i)I v_*j^/*j ajv>-\ja iuSlS

proofreading skills <_jjU«J| **>-Ij* oljLp

proofs ApLkJl i-jjIj^

o
querying effectively JUi JjLJ

quotation marks ^yajva^Jl oU^p

o
ragged left or right ui*s^ jf jL«JJ aII&I aJLp

regular type tplp k-»j>-

rhythm c-LajJ

Roman posture <y\*J^\ i_»_/J-l /w»j

round type ijiJz*~n J2\jj ji Ja>-



yO* - <4J&\ :*UJk«U c-J
y \i

square

sans serif J5|jj <% J^

script type jj\ j^ J^

semiboldtype j>j^Vl -u^S i_i ,>-

semicolon "&>yc*» iL^li

serif JSljj jj ^i^>-

serif (Roman) (^Ujj) JiSljj jj ij_p-

service marks i»J>. cjU^U'

slanf\virgule 4J5U aAsJI;

small capital letter >_^. ^^S" j>
space (2-em) ^Y &L~.

space (3-em) »jf i»L~a

special treatment isoUJ- SJ~[xa

spellmg ^>^jj

s-p-e-1-1 right o\Z»\j &>s-gj

spine (letter) t^ /(^Jji~\) oIpj

C^
stem (tOjsl-lB s>JL=»-

strip in halftone <>fj>^ aJJ» iw»

style i_jjJL-t

style book tj^Vl JJi

style sheet i_jjJL/Vl aSjj

subscript Ja~J\ ,jjZ~» JjI-«! i.i./i)l

superscript Ja~J\ tjjz~j>
l
Js*\ i_is<aJi



superscript mmk hj^" ***j^

o
text letters ,j^Jl ^Jj>-

text type ^yaJl ^ijj>- <-is*

trademarks ltj\s^i\ cjL>}UJI

transitional type ^^1 ^~

transparency LsLLi

type categories ±Jjj£-\ CjU*

type classification JpLlaJl <-ijj?- >~ a.

:
.>./ij

type font Ja^Jl £jj

type names ojjJ-l *lwl

type specifications ii-/ail oUv»lj*

type weight lJjJ-I <sl±S*

type width i_ijj-l ^y
Typositor jj^Jj-j"

O
ultra bold type KA>- *jj\ ^j>~

unfamiliar words is^JLi ^jp cjUAS*

uppercase -J? J*

o
Velox O-^jM

voice rhythm .; «/?) ! pUbl



^j*. _ ^jj^i loWJwii c~; y \ *\

word breaks oLiSvll S3jit

word spacing oUI£Jl (ju U ol»L*»

wraparound (iy*0 tili^l

wrong font lkw>^ -ko

wrong leading S^x-s-e^ ^jp 4^ oUL*a

x-height x i-i_/>- pljijji



JLJdaJI

V ' kjtfjLl JjJW ^* (ob-jiji) olasJ.1 jjj^" iff

Y • tfjJl oU^I JUS Y *^l
- f
a

l

O
e

T t f\~£U»yl Jjli jjP j*>- o

YW



jlifll ru

A* JC&I Ja>- ^ • Kb*- *>~T o^
AO JSljj ^ Ja>. U W \ • W AT oU^UJ

At duJ>- ia^ W * AO OStjj ^ Jj>-

AO Jtfljj ji «±oJb- Ja>- AT (j^Jl eij>-

AT JJI wijjs- -k>- ^ • Y jJl )a>- ^Jjf-

AT ^y-J Ja>- <\Y OSljJ ji ijj*-

^0 tJjJ-l rt-Jr tJJLpli Ja>- AS (i^jJb-) JSIjj ji i_9j>-

A0 jy&i* Ja^ A£ (JUjj) JtfljJ ji o_^
AO jj1S~a Sa>- \ . . d>-^|^ ^j^.

• £_U* tla>. \ . \ Ai\s£\ Jlp j^

AT J^jS Jj>

YV vjjL-VI JJi ao G^ cJ^

<\A t Ai o>l ol&
^ . ^ j^t v_i->J ci^

AV t AT
(

yaj i_S_p-

ur t m * w *u»u jju, ** t aa i&au Jj»-

UT tk^ *L»U Uij <\v t A^ iJjJ-I JA—T iiU-

vv "t" iJL* yj



YH JUlfll

An cJ^Ji oii» ^n •Al c/UaJI old ^^ • Y <L_jl» 5lp^i

v^ u^u \yy i \-r ij^ '&>jt>

VY Uj 3JL*U 1A aJuU iW^Jp

Y v_jjL>«Jl iw-jj-s«aj Sjwj-ly> i*Jli

^Yr i \YY lijs^a? a.yii i*tU >Y0 t ^ ^kJ| J^

\u

©
HY *l Y 2uJ»li

ur fir **us ^ Y *\ JLJl aJip

YV ^Uf^j 8»y ^ jl»- AUkJI aJLc-

Y Y <*>*£j» iA^ ^ Y* Jj^i* j^ /»Ukol aJLp

<W o>l u >TS, JL.I4JJ fUttl aOp

^ YV O^JJ jt jLJU aU&I aOp

n t rA ijU ou^p

9 .

VY ^.^sT oU^p

(jy^fLA' jc^ i ^ aJ*^i (3j5*- oU^Ip

, \ • • tiji-l isliS" Y*^ i.Jbi oL^U.

n • jL»iL^Mi A*i5 nr ipLkii ^jU g.\j> ou^u



Jlifll
YY

a
VV"*"^ YY o^ljill iji5

^ • • l.kJll iajJ-l ^

©
o

Y « oi^a ^e>-lj*

^ Y Y o^L^»lj ^ Y • i-jjjsl-l ,ju iJjJoa jj> oUL*«

rY oU£)l J^j no i \ V J^LMl ^u.
)U 4 ^ • Y cijJ-l ^j \ • A l&Ul ^U.



yiJl Sjbi; li*U l'jj>^
f
m £ fI* sybUJli jJjdlj

f
^>JiU ^^1 _£>l» <1»* Lb •

. \^A- aLp ( ij*\2l\ owl^- 4 »_jLJl ^ iu-Juill oljj^ij S»\1VY »U t SjaUJI iwLf t»jJ^

oblf£ ^jl* \*fo-j Sjilj^JjS't jib iwU- i _^£jl J^*» ^ rj*" f
^A • »U- ^ •

. io^L>mJL1 (c^I jj>»«Jl !j i<<uJl*JI oLh-ojL-I jJU'j

iwfij^j t(>i!lj i
(
yd»i\ jij^i^j M*J ijwLJLiyiJl jjj jJtjc*fcL. i^alsMl ytJUj

jijll ^ ujS»oj s<u*l* oUjjjJ ij*Jly oliLiS J*t .«obLSjJj jlpIj* :^Jl V-J^

"Towards the Electronic Editing to Produce :Ci\j& C*^\^A iJu*LJl ^jj^mJU *-*U]l ^jjJl

^ ft^A »Lp ^j "From Word Processing to Page Making in the Arabic Text" , theNIDOC Publications"

liJliJl jijlU i^yJbJl yiJl JU ^-jjjdl jj^kl i.02dl Ur^j^cJl g^o*^ j-^

oi>* c-S iL*h u-*W ^^
f

1^ e 1^ 1^ s?*
J '^j*^1 c/v*11 AA vi^



:Ji. jvuc \&>j i,_j»Jbdl j-tdJ a-Sj^MI ***a>JlI (£ji~Jl jijllj iASIS oU^Uil JLJ

jji :,j-o tlJliJl lij^Jt jijllj lUfjJ^jj^U Sjj-^J.1 S*>mj>JL! JuyuJl iuJUl oteULJl

jijilj i(» ^ ^lA) sykUJL <i»_pJU ,^^1 jSjll t*-^-_Pj^cJl oljOiJl l^ ,_,» <w-jjJdl

^ \ WA fL* £-iil fj-tj uuJUJl (^jjs^JJ ^v-Ul J^JJl jijilj i ^11 fUJ g\J\

^jVl f^LJ JjVl ejjJl : Ji. iojA-Jl LjjJl aSXJ.Ii 1^.j t Cj-Cji-l *JiJ ki- y*a*)

t jjjlijJl 4*»l>- i f^ijJl US' i ^r^ji^l (»—* tjyU^flil *JJ» (j-ij-J^i fl» :j*aj? •

iLiljSfjJLJl» JSs\j> j-ji L5 . »jj.^jll oc»1j»- i ^UlCUS 1

iL^Lj-Jl UJl SJLUj

-m<\ *l*U jJjj-. ^ gji iSybUJl U.U- tyb'ill US' »_j}*W«*jPjJI oUSH»j

z\d*\> »U US' i»^V»U> jto- «*JaJl (3j5>.j j-SJl* SiL. ci_yt— dJUdl 5**Us- iu-ilaSfl

. owlsL-lj ^»,:,..,ll «JLcdlj £*ss««1.I i*^ jSy: Ig^^jJii

Lj ,,n » U»_jJ *Ji_^P pjll (y^ti^jjw liilll ***l»u ^yJ^Jl j-lJl (i-~iJ IS~Jj J** •

- mv) !j_»ujl ijJjJij f!**>J ^aJi jS'jiii VAA 1 v^ ^^ ^^ J** •

.SjJLL i.U!l iljL. USa I^.ju fU'l^ f
U jj-i-. Jjt ,>. )5L»» J*^ .( ^^^
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